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FIELD OPERATIONS MANUAL 
 

SECTION I. ADMINISTRATIVE  
   
VDACS-Compliance Process    Procedure I-00  (new 2-2-01) 
Inspector Safety      Procedure I-01  (new 8-99) 
Tampering Investigations     Procedure I-02  (revised 3-7-02) 
Use of Official State Credentials    Procedure I-03  (revised 7-99) 
Refusal to Permit Entry, Inspection, or Sampling  Procedure I 04  (revised 7-99) 
Pager Response Codes     Procedure I 05  (revised 11-17-99) 
Daily Calendar, Administrative Forms, Written Reports and 
Other Written Correspondence    Procedure I-06  (revised 2-2-01) 
Use of the Inspection Report    Procedure I-07  (revised 12-13-99) 
Records Necessary for Ownership Changes   Procedure I-08  (revised 8-22-02) 
Mounting of Photographs     Procedure I-09  (revised 11-17-99) 
Computer Care and Maintenance    Procedure I-10  (new 6-26-98) 
Farmers Markets      Procedure I-11  (new 2-22-00) 
Dress Code                     Procedure I-12  (new 8-16-01) 
Email use and Etiquette     Procedure I-13  (new 1-19-00) 
Inclement Weather Policy     Procedure I-14  (new 2-2-00) 
Emergency Notifications     Procedure I-15  (new 2-9-00) 
Alternate Work Schedules     Procedure I-16  (revised 6-7-02) 
Timesheet Instructions     Procedure I-17  (revised 8-10-01) 
Preparation for Court     Procedure I-18  (new 2-9-01) 
Operation of State Owned Automobile   Procedure I-19  (new 2-9-01) 
Employee Conduct     Procedure I-20  (new 8-16-01) 
Media Contact      Procedure I-21  (new 8-16-01) 
Customer Service      Procedure I-22  (new 3-8-02) 
VDACS Training Manual     Procedure I-23  (new 3-8-02) 

 

SECTION II. COMPLAINTS 
 
Consumer Complaint Investigations    Procedure II-01  (revised 11-17-99) 
Service Samples      Procedure II-02  (revised 7-99) 

  
SECTION III. INSPECTIONS &  INVESTIGATIONS 
 
VDACS and FDA Seafood HACCP    Procedure III-01  (revised 8-99) 
In Home Food Manufacturing Operations   Procedure III-02  (revised 3-7-02) 
Seafood Peddlers      Procedure III-03  (revised 7-14-00) 
Swollen Cans      Procedure III-04  (revised 11-17-99) 
Retail Store Inspection Criteria    Procedure III-05  (revised 11-17-99) 
Vacuum Packaging Systems in Retail Establishments  Procedure III-06  (new 7-30-99) 
Retail Apple Inspection     Procedure III-07  (revised 4-5-00) 
Temperatures of Ready to Eat Potentially Hazardous Foods Procedure III-08  (revised 4-5-00) 
Self Serve Potentially Hazardous Foods   Procedure III-09  (revised 4-5-00) 
Sink Requirements in Food Establishments   Procedure III-10  (revised 3-11-02) 
Acidified Foods (Under  development)   Procedure III-11 
Foods, Including Pies, Acceptable for Unrefrigerated Display Procedure III-12  (revised 1-31-00) 
Compliance Actions for Outdated Infant Formula  Procedure III-13  (revised 7-99) 
Retail Egg Inspection     Procedure III-14  (revised 5-15-02) 
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Wild Game Processing      Procedure III-15  (revised 2-28-00) 
Preliminary Inspections of Proposed Water Bottling Sites Procedure III-16  (revised 1-30-01) 
Seizure Notice      Procedure III-17  (new 8-16-01) 
Inspections of Firms Handling Allergenic Ingredients  Procedure III-18  (new 3-7-02) 
Food Labeling Guide     Procedure III-19  (new 3-7-02) 
Nutritional Labeling (NLEA) Guide   Procedure III-20  (new 3-7-02) 
Time as a Public Health Control    Procedure III-21  (revised 5-15-02) 

 
 

SECTION IV. SAMPLING 
 
Blank page      Procedure IV-01 
Blank page      Procedure IV-02 
Water Sampling      Procedure IV-03  (new 3-3-00) 
Collecting Rodent Defiled Products    Procedure IV-04  (new 7-99) 
Sub Sampling      Procedure IV-05  (revised 7-99) 
Adulterated Sample - Follow-up    Procedure IV-06  (revised 7-99) 
Complaint Samples     Procedure IV-07  (revised 11-17-99) 
Sampling Procedure and Guidelines    Procedure IV-08  (revised 4-5-00) 
Documenting the Sealing of a Sample   Procedure IV-09  (revised 7-99) 
 
 

 
 
 
The procedures in this manual are provided to insure consistency and guidance through out the 
Commonwealth of Virginia in our  Food Safety Program.   Additional memorandums and notices (emails) may 
be inser ted in the section per taining to the subject until such time the specific procedure is modified or  added. 
 This manual is subject to change and input from field personnel is strongly encouraged. 
 
Edited August 22, 2002 
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FI ELD OPERATI ONS MANUAL 
Pr ocedur e I - 00 

NEW 
 

Food Saf et y Pr ogr am 
Vol unt ar y Compl i ance Appr oach To Food Saf et y 

 
 

 
LETTER OF WARNI NG 
 
When si gni f i cant  v i ol at i ons of  t he Vi r gi ni a Food Laws ar e not ed on an 
I nspect i on Repor t  and t he f i r m i s not  consi der ed t o be i n ' subst ant i al  
compl i ance’  t he f i r m i s sent  a l et t er  of  war ni ng.  On r ar e occasi ons,  
v i ol at i ons wi l l  be ser i ous enough t hat ,  t o expedi t e cor r ect i on of  
condi t i ons,  t hi s st ep may be ski pped and a Fi el d Hear i ng or  an 
Admi ni st r at i ve Hear i ng can be conduct ed.  
 
A f ol l ow- up i nspect i on i s conduct ed wi t hi n t hi r t y days f r om t he dat e 
of  t he l et t er .  
 
FI ELD HEARI NG 
 
I f  s i gni f i cant  i mpr ovement s ar e not  not ed on t he f ol l ow- up i nspect i on,  
a Fi el d Hear i ng i s conduct ed.  The Fi el d Hear i ng consi st s of  t he Fi el d 
Super vi sor  and t he i nspect or  meet i ng wi t h f i r m management  at  t hei r  
est abl i shment  t o go over  t he r equi r ement s of  t he Vi r gi ni a Food Laws 
and appl i cabl e r egul at i ons as wel l  as t he penal t i es pr escr i bed i n t he 
code t hat  per t ai n t o t he v i ol at i ons f ound dur i ng t he i nspect i ons.  
Dur i ng t he hear i ng,  we r equest  vol unt ar y compl i ance.  
 
A f ol l ow- up i nspect i on i s conduct ed wi t hi n t hi r t y days f r om t he 
hear i ng dat e.  
 
ADMI NI STRATI VE HEARI NG 
 
I f  s i gni f i cant  i mpr ovement s ar e st i l l  not  seen,  an Admi ni st r at i ve 
Hear i ng i s hel d f or  t he f i r m.   The Admi ni st r at i ve Hear i ng consi st s of  
t he Compl i ance Of f i cer  and Regi onal  Super vi sor  meet i ng wi t h f i r m 
management .  Dur i ng t he hear i ng,  t he Compl i ance Of f i cer  goes over  t he 
v i ol at i ve hi st or y of  t he f i r m,  emphasi z i ng t he v i ol at i ve condi t i ons 
obser ved dur i ng t he r ecent  i nspect i ons.  The Admi ni st r at i ve Hear i ng i s 
a ‘ show cause’  hear i ng,  gi v i ng t he f i r m management  t he oppor t uni t y t o 
show any i mpr ovement s made or  pl anned i n an at t empt  t o show why t he 
f i r m shoul dn' t  be r ef er r ed t o t he Commonweal t h' s At t or ney f or  
pr osecut i on.  Thi s oppor t uni t y t o r espond t o char ges i s r equi r ed by 
sect i on 3. 1- 392 of  t he code bef or e any of  t he pr ohi bi t ed act s def i ned 
i n 3. 1- 388 of  t he code ar e br ought  t o t he at t ent i on of  a 
Commonweal t h' s At t or ney.  I f  t he f i r m management  pr esent s a r easonabl e 
expl anat i on/ pl an t hat  shoul d r emedy t he obj ect i onabl e condi t i ons,  t he 
f i r m i s gener al l y  gi ven anot her  oppor t uni t y t o compl y wi t h t he 
Vi r gi ni a Food Laws.  
 
A f ol l ow- up i nspect i on i s conduct ed wi t hi n t hi r t y days f r om t he 
hear i ng dat e.  
 
REFERRAL TO COMMONWEALTH' S ATTORNEY 
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I f  s i gni f i cant  i mpr ovement s ar e st i l l  not  seen on t he f ol l ow- up 
i nspect i on,  a case f ol der  i s  devel oped est abl i shi ng a hi st or y of  t he 
v i ol at i ons,  i ncl udi ng copi es of  i nspect i on r epor t s,  sampl e anal ysi s 
r esul t s,  pi ct ur es,  memos and any ot her  per t i nent  evi dence t o suppor t  
t he char ges made.  Pr oposed char ges ar e al so i dent i f i ed.  An appoi nt ment  
wi t h t he l ocal  Commonweal t h' s At t or ney i s set  wi t h t he Compl i ance 
Of f i cer  and i nspect or  at t endi ng.  The Compl i ance Of f i cer  expl ai ns t o 
t he Commonweal t h' s At t or ney t he nat ur e of  t he v i s i t ,  t he f ood saf et y 
pr ogr am,  t he vol unt ar y compl i ance appr oach,  t he v i ol at i ve hi st or y of  
t he f i r m and t he appl i cabl e penal t y sect i ons of  t he l aw.  The 
Commonweal t h' s At t or ney t hen deci des what  appr oach t hey wi l l  t ake,  
gener al l y  br i ngi ng cr i mi nal  char ges agai nst  t he f i r m manager s and/ or  
owner s.  They i dent i f y t he char ges t hat  ar e suppor t ed by t he evi dence 
and t he Compl i ance Of f i cer  and t he i nspect or  pr oceed t o t he 
magi st r at e’ s of f i ce t o at t est  t o t he char ges.  
 
I nj unct i ons ar e consi der ed,  but  onl y i n ext r eme cases wher e t her e i s 
an i mmi nent  heal t h hazar d and t her e ar e no ot her  v i abl e al t er nat i ves.  
 
The vol unt ar y compl i ance ef f or t  i s  cont i ngent  upon some evi dence 
t hat  ser i ous condi t i ons wi l l  be cor r ect ed and t he pot ent i al  
t hr eat  t o publ i c heal t h r emoved.  I n absence of  such evi dence,  
char ges may be br ought  t o t he at t ent i on of  t he Commonweal t h’ s 
At t or ney mor e qui ckl y.  Exampl es of  t hese si t uat i ons i ncl ude t he 
l ack of  r esponse t o an Admi ni st r at i ve Hear i ng and t he deni al  of  
ent r y f or  t he pur poses of  maki ng an i nspect i on and col l ect i ng 
sampl es.  I n t he i nst ance of  deni al  of  ent r y,  one Commonweal t h' s 
At t or ney has r esor t ed t o t he i ssuance of  a sear ch war r ant .  
 
The vol unt ar y compl i ance ef f or t  has been successf ul  wi t h get t i ng f i r m 
management  t o cor r ect  v i ol at i ve condi t i ons wi t hout  r ef er r al  t o t he 
Commonweal t h' s At t or ney.  Some est abl i shment  per sonnel  cor r ect  
condi t i ons af t er  a Let t er  of  War ni ng,  some af t er  a Fi el d Hear i ng,  and 
some af t er  an Admi ni st r at i ve Hear i ng.  Pr osecut i on i s a l ast  r esor t  
when al l  el se f ai l s  and i t  t oo has i t s ef f ect  on non- compl i ant  f ood 
est abl i shment  manager s and owner s as most  compl y af t er  l egal  act i on i s 
br ought  agai nst  t hem.  Onl y sel dom i s addi t i onal  l egal  act i on necessar y 
t o achi eve compl i ance.  
 
 
I ssued new Febr uar y 2,  2001 
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FIELD OPERATIONS MANUAL 
                                                         

  
 Pr ocedur e I - 01 

 
I NSPECTOR SAFETY 
 
BACKGROUND 
 
The saf et y of  Food Saf et y Speci al i st s ( FSS)  who have 
est abl i shment s per cei ved t o be i n a hi gh cr i me or  unsaf e ar eas 
ar e of  par amount  i mpor t ance t o al l  concer ned.   Al so,  ser i ous 
consi der at i on must  be gi ven t o t he saf et y of  t he FSS conduct i ng a 
home oper at i on i nspect i ons/ v i s i t s.  The est abl i shment  of  t hi s FOM 
i s t o pr ovi de gui dance and r equi r ement s f or  t he FSS who have t he 
af or ement i oned ar eas i n t hei r  t er r i t or i es/ i nvent or y.   Thi s FOM i s 
not  i nt ended t o r epl ace t he use of  common sense and sound 
per sonal  j udgement  nor  i s i t  t o suggest  t hat  t hese f i r ms ar e t o 
be excl uded f r om ser vi ces pr ovi ded by t hi s agency.  
 
POLI CY 
 
The f ol l owi ng basi c pol i cy wi l l  be f ol l owed.   Any quest i ons or  
devi at i ons concer ni ng t hi s i ssue shoul d be i mmedi at el y di r ect ed 
t o your  Regi onal  Manager  or  Fi el d Super vi sor ,  i f  t he manager  i s 
unavai l abl e,  or  t he Cent r al  Of f i ce,  i f  your  Regi onal  or  
Super vi sor ,  i s  unavai l abl e.  
 

A.  Be al er t  and f ul l y awar e of  your  sur r oundi ngs i n t he 
est abl i shment  and t he ar ea out si de t he f i r m.   Thi s al so appl i es 
t o home oper at i on i nspect i ons/ v i s i t s.    Al l  Food Saf et y 
Speci al i st s ar e t o dr ess appr opr i at el y so as not  t o dr aw undue 
at t ent i on t o t hem.  

 
B.  When vi s i t i ng est abl i shment s and i t  i s  per cei ved as bei ng 

unsaf e f or  what ever  r eason,  an i nspect i on wi l l  not  be conduct ed 
at  t hat  t i me.    An I nspect i on Repor t  wi l l  be compl et ed at  a l at er  
t i me i ndi cat i ng t hat  you at t empt ed an i nspect i on/ v i s i t .   The 
I nspect i on Repor t  wi l l  cont ai n t he st at ement  “ Fi r m appear s t o be 
unsaf e at  t hi s t i me.    I nspect i on wi l l  be r eschedul ed. ”  I t  i s  
suggest ed t hat  f i r ms,  whi ch appear  t o be unsaf e,  be r eschedul ed 
f or  t he mor ni ng hour s or  r ai ny days.   Af t er  t wo ( 2)  at t empt ed 
i nspect i ons,  you wi l l  cont act  your  Regi onal  Manager  and r equest  
t hat  an i nspect or  be assi gned t o accompany you on t he i nspect i on.  
 I n t he event  t hat  t he s i t uat i on i s st i l l  unsaf e,  t he mat t er  wi l l  
be r ef er r ed t o your  Regi onal  Manager  f or  di sposi t i on on a case by 
case basi s.   I n or der  t o r educe exposur e t i me i n such f i r ms when 
an i nspect i on/ v i s i t  i s  made,  t he I nspect i on Repor t  and associ at ed 
paper wor k wi l l  be handwr i t t en.   Fi r ms per cei ved  t o be i n a 
unsaf e ar eas ar e not  t o be excl uded i n any way f r om t he ser vi ces 
pr ovi ded by  t hi s agency.   Ever y r easonabl e ef f or t  wi l l  be made 
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t o pr ovi de ser vi ces t o t hese communi t i es.  
 
C.    At  no t i me wi l l  a FSS car r y any f i r ear m dur i ng an 

i nspect i on/ v i s i t  or  i n t hei r  st at e vehi c l e unl ess  t he i ndi v i dual  
has a per mi t  t o car r y a conceal ed f i r ear m;  has speci f i c  appr oval  
f r om t he Commi ssi oner  of  Agr i cul t ur e or  hi s desi gnat ed 
r epr esent at i ve;  and meet s al l  l egal  r equi r ement s and any t r ai ni ng 
VDACS deems necessar y.  

  
D.    I f  at  any t i me you have concer ns about  saf et y or  

al l egat i ons of  sexual  har assment ,  l eave i mmedi at el y and  document  
s i t uat i on.   Cont act  your  Regi onal  Manager  t o det er mi ne t he  
appr opr i at e r esponse.   

 
Issued new August 99  
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FI ELD OPERATI ONS MANUAL 
 PROCEDURE I - 02 1 

New 2 
 3 

TAMPERI NG I NVESTI GATI ONS 4 
 5 

1.  Upon r ecei pt  of  a consumer  compl ai nt   al l egi ng pr oduct  6 
t amper i ng,  t he i nf or mat i on wi l l  be gi ven or  t el ephoned 7 
i mmedi at el y t o t he Of f i ce of  Food Saf et y Tamper i ng 8 
Coor di nat or  so t hat  VDACS ef f or t s can be coor di nat ed wi t h FDA 9 
and/ or  l ocal  l aw enf or cement  aut hor i t i es.  The Tamper i ng 10 
Coor di nat or  wi l l  wor k i n conj unct i on wi t h t he Regi onal  11 
Manager .   The desi gnat ed Tamper i ng Coor di nat or  i s Mr .  Jer r y 12 
Wi l l i ams,  Pager :  804- 659- 5864,  Home phone:  540- 955- 3514,  13 
Emai l :  gwwi l l @cr ossl i nk. net  14 

15 
2.   The Food Saf et y Pr ogr am,  Tamper i ng Coor di nat or  wi l l  cont act  15 

t he Ri chmond FDA Of f i ce,  Phone:  804- 379- 1627,  t o det er mi ne i f  16 
t hey have r ecei ved t he same compl ai nt  and t o deci de whi ch 17 
agency wi l l  handl e t he i nvest i gat i on.  18 

 19 
3.   I f  VDACS i s t o handl e t he i nvest i gat i on,  t he compl ai nt  wi l l   20 

  be wor ked wi t hi n t went y ( 24)  hour s.  21 
 22 

4.   I f  some of  t he pr oduct  i n quest i on r emai ns i n t he possessi on 23 
of  t he compl ai nant ,  t he Food Saf et y Speci al i st  ( FSS)  wi l l  24 
vi s i t  t he compl ai nant  and at t empt  t o col l ect  t he r emai ni ng 25 
por t i on as an ser vi ce sampl e.   I f  t he compl ai nant  does not  26 
want  t o t ur n t he pr oduct  over  t o us,  t he i nspect or  shoul d 27 
exami ne i t  and i ncl ude ver y det ai l ed i nf or mat i on/ descr i pt i ons 28 
i n hi s/ her  r epor t  concer ni ng who,  what ,  when,  wher e,  and why.  29 
 DETAI LS ARE OF THE UTMOST I MPORTANCE.  30 

 31 
5.  The ser vi ce sampl e wi l l  be sent  t o DCLS wi t h a copy of  t he 32 

i nspect or ’ s compl et ed RECORD OF COMPLAI NT.   DCLS wi l l  be 33 
asked t o conduct  what ever  anal yses or  exami nat i ons of  t he 34 
ser vi ce sampl e t hat  ar e appr opr i at e.  35 

 36 
6.  The i nspect or  ( i n conj unct i on wi t h hi s/ her  r egi onal  manager ,  37 

i f  necessar y)  wi l l  det er mi ne whet her  an of f i c i al  sampl e of  38 
t he pr oduct  i n quest i on shoul d be col l ect ed or  i f  a f i el d 39 
exami nat i on of  t he pr oduct  at  t he r et ai l er ,  di st r i but or  or  40 
manuf act ur er  i s i n or der .   Dur i ng t hi s v i s i t ,  t he r et ai l er ,  41 
di st r i but or  or  manuf act ur er  wi l l  be advi sed t hat  we ar e 42 
i nvest i gat i ng a consumer  compl ai nt  al l egi ng t amper i ng.  43 

 44 
7.  Sampl es ( bot h of f i c i al  and ser vi ce,  sent  t o DCLS as t he r esul t  45 

of  an al l eged pr oduct  t amper i ng i nci dent  wi l l  be c l ear l y 46 
mar ked  PRODUCT TAMPERI NG ALLEGED at  t he t op of  t he sampl e 47 
col l ect i on r epor t  or  at  t he t op of  t he paper wor k accompanyi ng 48 
t he ser vi ce sampl e.  49 

 50 
8.  I f ,  dur i ng t he cour se of  your  i nvest i gat i on,  t her e i s r eason 51 

t o bel i eve t hat  a f ood pr oduct  HAS been t amper ed wi t h,  pl ease 52 
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advi se t he Of f i ce of  Food Saf et y Tamper i ng Coor di nat or  53 
i mmedi at el y,  so t hat  t he appr opr i at e l aw enf or cement  54 
aut hor i t i es can be not i f i ed.  Remember  t hat  i f  t hi s i s a r eal  55 
t amper i ng si t uat i on,  i t  i s  a ver y ser i ous mat t er  and i t  56 
becomes a l aw enf or cement  mat t er ,  ei t her  f r om l ocal  or  57 
f eder al  aut hor i t i es.   Al so,  t he col l ect i on of  your  sampl es,  58 
ser vi ce or  of f i c i al  must  st r i ct l y f ol l ow est abl i shed 59 
pr ot ocol .  60 

 61 
Updat ed August  10,  2001 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I - 03 
For mer l y 024 

 
USE OF OFFI CI AL STATE CREDENTI ALS 
 
The cr edent i al s you have been i ssued consi st  of  a l eat her  case 
mar ked wi t h t he Seal  of  t he Commonweal t h and t he name of  t he 
Depar t ment ,  a pi ct ur e i dent i f i cat i on car d and a badge i dent i f y i ng 
you as a St at e Food I nspect or .   They ar e di st i nct i ve and uni que i n 
t he Depar t ment .  
 
Thei r  use r equi r es a cer t ai n amount  of  r esponsi bi l i t y on your  par t  
so t hat  i t  r ef l ect s i n a posi t i ve manner  on you,  your  of f i ce and 
your  Depar t ment .   Remember ,  you ar e not  a pol i ceman.   Do not  
di spl ay your  cr edent i al s i n an over t  or  aggr essi ve manner .   To do 
so woul d,  i nvar i abl y,  br i ng cr i t i c i sm on al l  of  us.   Your  
cr edent i al s ar e mer el y a di st i nct i ve met hod of  i dent i f i cat i on.  
Di spl ay t hem i n t he same manner  you woul d any ot her  f or m of  
i dent i f i cat i on,  f r i endl y and l ow key.   I t  i s  per mi ssi bl e,  when 
wor ki ng wi t h pol i ce,  f i r e and ot her  emer gency agenci es,  t o r emove 
t he badge f r om t he case and at t ach i t  t o your  cl ot hi ng i f  you need 
t o cr oss f i r e l i nes,  et c. ,  and be r eadi l y i dent i f i abl e t o emer gency 
per sonnel .  Onl y do t hi s i n except i onal  c i r cumst ances.  
 
The l oss of  st at e cr edent i al s must  be r epor t ed t o your  Regi onal  
Manager  or  t he Cent r al  Of f i ce I MMEDI ATELY.   
 
You ar e r esponsi bl e f or  t hese cr edent i al s.   They i dent i f y you as an 
of f i c i al  agent  of  t he st at e.   Do not  al l ow t hem t o get  out  of  your  
possessi on.   I n t he wr ong hands t hey can cause consi der abl e damage 
t o t he i mage we wi sh t o pr oj ect .  
 
Revi sed Jul y 99 
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FIELD OPERATIONS MANUAL 
 

       PROCEDURE I - 04 
 For mer l y 005 

 
REFUSAL TO PERMI T ENTRY OR I NSPECTI ON 
 
Dur i ng t he cour se of  your  wor k,  an occasi on mi ght  ar i se when 
you ar e r ef used ent r y i nt o a f i r m or  r ef used t he r i ght  t o make 
an i nspect i on.  I n t hat  event  you shoul d expl ai n t hat  you have 
t he r i ght  t o i nspect  t he f i r m pur suant  t o st at e l aw.  I f  t hat  
appr oach f ai l s ,  you shoul d get  a copy of  t he Vi r gi ni a Food 
Laws and r ead sect i on 3. 1- 399 t o t he per son r ef usi ng your  
r equest .  Sect i on 3. 1- 388,  par agr aph ( e)  shoul d t hen be r ead t o 
t he i ndi v i dual ,  f ol l owed by t he penal t y sect i on 3. 1- 390.  I f  
you ar e st i l l  r ef used ent r y af t er  pr oper l y i dent i f y i ng 
your sel f  and af t er  r eadi ng t he above sect i ons of  t he l aw,  you 
shoul d t el ephone t he Food Of f i ce i mmedi at el y.  Thi s pr ocedur e 
al so appl i es t o t he r ef usal  t o per mi t  t he col l ect i on of  a 
sampl e.  
 
 
Revi sed Jul y 99 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I - 05 
For mer l y 004 

 
PAGER RESPONSE CODES  
 
The f ol l owi ng codes and r esponse t i mes shoul d be used when sendi ng 
and/ or  r ecei v i ng a page:  
 

 
01 -  Thi s code i s t o be used when t he per son bei ng paged needs t o 

be cont act ed i mmedi at el y.  The r esponse t i me f or  t hi s code 
i s i mmedi at el y i f  possi bl e and i n no event  shoul d t he 
r et ur n cal l  exceed 30 mi nut es.  

 
No Code  No code i s t o be used when t he per son pagi ng needs t o 

speak t o t he paged per son but  i t  i s not  an emer gency.  The 
r esponse t i me f or  t hi s code i s i mmedi at el y i f  possi bl e 
and i n no event  shoul d t he r et ur n cal l  exceed 2 hour s.  

 
 
 
Codes ar e added t o t he di gi t al  phone message by pr essi ng *  t hen t he 
code af t er  ent er i ng t he phone number .  I f  you want  t he per son t o 
know who i s pagi ng you can ent er  *  and t hen your  FDA number  af t er  
t he code.   When done,  pr ess t he pound key ( #) .  
 
Revi sed November  17,  1999 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I - 06 
For mer l y 023 

 
DAI LY CALENDAR,  ADMI NI STRATI VE FORMS,  WRI TTEN REPORTS AND OTHER 
WRI TTEN CORRESPONDENCE 
 
When submi t t i ng your  r equi r ed f or ms of  wr i t t en cor r espondence t he 
f ol l owi ng gui del i nes shoul d be f ol l owed:  
 
1)  Dai l y cor r espondence such as,  but  not  l i mi t ed t o,  I nspect i on 

Repor t s,  sampl e col l ect i on r epor t s,  compl ai nt  f or ms,  and 
memor andums shoul d be submi t t ed no l ess t han t wo t i mes a week.  

 
2)  Expense voucher s shoul d be submi t t ed wi t hi n t en ( 10)  days of  

t he concl usi on of  t he per i od cover ed by t he voucher .  Per sonnel  
i n a t r ai ni ng st at us,  shoul d submi t  t hei r  voucher s on a weekl y 
basi s.  

 
3)  Mont hl y mi l eage r epor t s must  be submi t t ed pr ompt l y on t he l ast  

wor k day of  ever y mont h t o t he Cent r al  Of f i ce.  
 
4)  Ti mesheet s ar e t o be submi t t ed no l at er  t han t he Monday 

f ol l owi ng t he compl et i on of  t he f or m.    
 
5)  Mont hl y wor k pl ans shoul d be submi t t ed at  t he end of  each 

mont h but  i n no event  l at er  t han t he end of  t he f ol l owi ng 
mont h.  

 
6)  Phot ogr aphs t aken i n pr epar at i on f or  addi t i onal  r egul at or y 

act i on must  be submi t t ed i n accor dance wi t h FOM I - 09.  
 
7)  A dai l y “ cal endar ”  or  l og WI LL be mai nt ai ned i n t he agency    

     f ur ni shed “ dat e book” .   I n t hi s book you wi l l  r ecor d your  
         dai l y act i v i t i es,  e. g.  i nspect i ons,  compl ai nt s,  
v i s i t s,             meet i ngs,  et c.  

 
 Any unusual  c i r cumst ances concer ni ng submi ssi on of  cor r espondence 

shoul d be di scussed wi t h your  Regi onal  Manager .  
 
     Edi t ed Febr uar y 2,  2001 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE  1-07 Formerly 
029 

 
 

USE OF THE INSPECTION REPORT 
 

  
The i nspect i on r epor t  was desi gned t o be a mul t i - use f or m t o hel p 
st r eaml i ne some of  t he paper wor k t hat  I nspect or s must  compl et e.     
 
Onl y f act ual  st at ement s ar e appr opr i at e f or  t he i nspect i on r epor t .  
 You wi l l  NOT “ edi t or i al i ze”  at  any t i me.   “ The f act s . . .   Not hi ng 
but  t he f act s” .  
 
For  exampl e:  
 
An accumul at i on of  ol d f ood pr oduct  was f ound on t he f l oor  i n t he 
wal k i n cool er .   Onl y pr epacked f ood pr oduct s ar e kept  i n t hi s 
cool er .  
 
Thi s f i r m i s on a pr i vat e wel l  and t he wast e i s di schar ged t o t he 
publ i c sewage syst em.      
 
The f i r m i s per mi t t ed by t he Nor t hampt on Di st r i ct  Heal t h Depar t ment  
under  per mi t  number  12345.  
 
The f unct i ons of  t he i nspect i on r epor t  ar e:  r epor t i ng i nspect i onal  
v i ol at i ons,  r ecor di ng dat a ent r y i nf or mat i on,  document at i on of  
vol unt ar y dest r uct i ons,  r ecor di ng f act ual  i nf or mat i on per t ai ni ng t o 
v i s i t ,  document at i on of  sampl e col l ect i on,  and t he wr i t i ng of  
memos.   I n consi der at i on of  i t s  many uses,  f ol l owi ng ar e 
i nst r uct i ons f or  t he pr oper  compl et i on of  t hi s f or m.  
 
 
WHEN USED TO REPORT I NSPECTI ONAL VI OLATI ONS 
 
Obser vat i ons shoul d  be r epor t ed i n a  nar r at i ve f or mat  and i n t he 
or der  of  r el at i ve i mpor t ance.   However ,  any f ood pr oduct s f ound i n 
v i ol at i on of  t he l aws and r el at ed r egul at i ons t hat  wi l l  r equi r e 
addi t i onal  r egul at or y act i on ( i . e.  dest r uct i on,  sei zur e,  sampl i ng,  
et c. )  wi l l  need t o be i t emi zed on t he i nspect i on r epor t .  THE 
DI SPOSI TI ON OF THESE FOODS ( DESTRUCTI ONS,  REMOVALS FROM SALE,  
REHEATI NG,  CHI LLI NG,  REFRI GERATI ON,  et c. )  ARE NOT TO BE LI STED ON 
THE I NSPECTI ON REPORT.   The i nspect i on r epor t  when used t o r epor t  
i nspect i onal  v i ol at i ons i s t o be used t o document  obj ect i onabl e 
condi t i ons onl y.   The di sposi t i on of  f oods and ot her  comment s wi l l  
be i ncl uded on t he dat a ent r y sect i on of  t he r epor t .  When pr oduct s 
ar e dest r oyed t he number  of  t he obser vat i on shoul d be l i st ed i n t he 
space pr ovi ded at  t he end of  t he r epor t  next  t o t he phr ase " The 
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adul t er at ed f ood i t ems l i s t ed i n obser vat i ons ___ wer e dest r oyed 
wi t h my consent . "  
 
The f ol l owi ng i s an exampl e:  
 
Inspection Report left with  Mr. Nicky Icky,   Owner  by  Mr. F. B Goodguy Inspector # 007 
      

______ Adulterated food items listed in observations #3  were destroyed with my 
consent. 
______ Witnessed the collecting, marking, or sealing of samples 
____________________________________   
 
WHEN USED AS A MEMO FOR VI SI TS 
 
When t hi s f or m i s used as a memo f or  a vi si t ,  f i l l  t he t op par t  of  
t he f or m out  as usual .   I n t he ar ea wher e i t  says “ Dur i ng an 
i nspect i on of ”  wr i t e VI SI T.   Agai n,  onl y f act ual  st at ement s wi l l  be 
made.  
 
I n t he nar r at i ve par t  of  t he f or m wr i t e your  memo,  pur pose f or  t he 
v i s i t  ( i . e.  sampl i ng,  compl ai nt ,  out  of  busi ness,  et c. ) .  
 
Fol l owi ng ar e exampl es:  
 
1.  Dur i ng t oday' s compl ai nt  i nvest i gat i on t he f ol l owi ng pr oduct s 

wer e f ound i nsect  i nf est ed:  
a.  6/ 12 oz.  Her shey' s candy bar s  
b.  15/ 1 l b.  bags of  J i mbo Jumbo' s peanut s 

 
2.  Today' s v i s i t  r eveal ed t hi s f i r m t o be out  of  busi ness.  
 
3.  Dur i ng t oday' s v i s i t  sampl es wer e col l ect ed.  
 

4.   I received a phone call from the fire department notifying me of a fire at this firm 
today.  I found about 200 pounds of various food products damaged due to the fire.  
These products were buried at the county landfill. 

 
5.    I  v i s i t ed t hi s f i r m t oday t o dest r oy 200/ 16 oz.  bot t l es of  

Sandy' s gi nger  al e t hat  wer e under  sei zur e.   Labor at or y 
anal ysi s of  t he sampl es r eveal ed t hat  t he pr oduct s wer e 
adul t er at ed wi t h mol d.  

 
When f ood pr oduct s have been dest r oyed t he i nspect i on r epor t  needs 
t o be si gned and i ni t i al ed i n t wo pl aces.   The f i r st  s i gnat ur e 
i ndi cat es t hat  t hey have r ecei ved t he or i gi nal  sheet  and t he second 
i ni t i al  i ndi cat es t hat  t he f ood pr oduct s l i st ed wer e dest r oyed wi t h 
t hei r  consent .   I n t he space at  t he bot t om of  t he sheet  wher e you 
l i s t  t he obser vat i on number s f or  t he f ood pr oduct s dest r oyed t ype 
i n t he wor d ABOVE s i nce t her e ar e no number ed obser vat i ons.  
 
Revi sed December  13,  1999 
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FIELD OPERATIONS MANUAL 
 
 PROCEDURE I - 08 

For mer l y 035 
 

RECORDS NECESSARY FOR OWNERSHI P CHANGES 
 
I n or der  t o mi ni mi ze t he number  of  r ecor ds needed t o change 
owner shi p of  an est abl i shment  t he f ol l owi ng pr ocedur e has been 
devel oped.  
 
A.  FI RMS THAT CHANGE OWNERS BUT DO NOT CHANGE FI RM' S NAME 

1.  The CFN' s on t hese f i r ms wi l l  not  change.  
2.  I ndi cat e under  t he l ast  obser vat i on t hat  t her e has been a 

change of  owner shi p.   Hi ghl i ght  t hi s st at ement  so t hat  i t  
can be not i ced when l ooki ng t hr ough t he f i l e.  

 
B.  FI RMS THAT CHANGE OWNERS AS WELL AS CHANGE FI RM' S NAME 

1.  The CFN on t he new owner  wi l l  be di f f er ent  f r om t he 
pr evi ous owner .  

2.  An i nspect i on r epor t  wi l l  be f i l l ed out  wi t h t he CFN and 
t he pr evi ous owner ' s i nf or mat i on.   I n t he body of  t he 
i nspect i on r epor t  i ndi cat e t hat  t he f i r m i s out - of -
busi ness and t he name of  t he f i r m has changed.  

3.  A second i nspect i on r epor t  wi l l  be f i l l ed out  f or  t he new 
owner .   The CFN shoul d be l i s t ed as " New f i r m" .  Pl ease 
r emember  t o al so i ndi cat e t he t ype of  est abl i shment  and 
t he l ocat i on code.  

 
Revi sed November  17,  1999  
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I - 09 
For mer l y 017 

 
MOUNTI NG OF PHOTOGRAPHS 
 
The pr esent at i on of  phot ogr aphi c evi dence,  bot h i n cour t  or  at  
hear i ngs,  gener al l y has a ver y posi t i ve ef f ect  on get t i ng t he j ob 
done.   Ther ef or e,  t he pr oper  mount i ng of  phot ogr aphs i s most  
i mpor t ant .  
 
Phot ogr aphs shoul d be mount ed on cl ean heavy paper ,  pr ef er abl y 
gr een.   A suppl y of  t hi s paper  i s r eadi l y avai l abl e f r om Cent r al  
St or es t hr ough your  Regi onal  Of f i ce.   
 
Al l  phot ogr aphs shoul d be mount ed i n t he same vi sual  pl ane.   That  
i s,  when you l ook at  t he page you shoul d be abl e t o t el l  what  each 
phot o r epr esent s.   You shoul d not  have t o t ur n t he page on i t s 
s i de,  et c.  
 
Each page of  phot ogr aphs shoul d have t he name and addr ess of  t he 
st or e,  t he dat e t he phot os wer e t aken,  your  i ni t i al s acr oss t he t op 
and t he page number .  
 
Each phot ogr aph shoul d be i dent i f i ed as t o t he obj ect i onabl e 
condi t i on i n t he I nspect i on Repor t  t hat  i t  depi ct s.  
 
Al l  phot os shoul d be mount ed i n sequent i al  or der  accor di ng t o 
l i s t i ng of  condi t i ons on t he I nspect i on Repor t .  
 
The i dent i f i cat i on car d used i n t he phot os and t he phot o negat i ves 
shoul d be at t ached t o t he l ast  page.  
 
Phot ogr aphs shoul d be mount ed usi ng st apl es.  
 
I t  i s  per mi ssi bl e t o hi ghl i ght  a condi t i on i n a phot o by c i r c l i ng 
t he condi t i on wi t h a pen.   An exampl e woul d be ci r cl i ng a beet l e on 
a bag of  cor n meal .  
 
Phot ogr aphs must  be submi t t ed wi t hi n seven ( 7)  cal endar  days f r om 
t he i nspect i on.   
 
Revi sed November  17,  1999 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I - 10 
For mer l y 037 

 
COMPUTER CARE AND MAINTENANCE PROCEDURES 
 
Backgr ound 
 
Our  comput er s and pr i nt er s ar e a ver y i mpor t ant  r esour ce.  Thei r  
i mpor t ance wi l l  i ncr ease as we devel op and i mpr ove t he pr ogr am.  I n 
addi t i on t o s i mpl y compi l i ng r epor t s,  t he syst em i s an ext r emel y 
i mpor t ant  communi cat i on and i nf or mat i on gat her i ng t ool .  I t  i s  of  
t he ut most  i mpor t ance t hat  each per son f ul l y under st and t hat  t hey 
ar e r esponsi bl e f or  t he pr oper  car e and mai nt enance of  t hei r  
assi gned equi pment .  
 
Ref er ence Mat er i al  
 
Al l  comput er  oper at or s ar e r equi r ed t o r evi ew t he Vi r gi ni a 
Depar t ment  of  Agr i cul t ur e and Consumer  Ser vi ces Pol i cy and 
Pr ocedur e Manual  Number  10. 1,  Subj ect :  Et hi cal  use of  Agency 
Comput i ng Resour ces and Number  10. 2,  Subj ect :  Net wor k Ser vi ces.  
These pol i c i es pr ovi de i nf or mat i on and gui dance t o VDACS empl oyees 
who use comput er .  Al so,  each comput er  and pr i nt er ,  came wi t h 
manual s.  These manual s pr ovi de t he novi ce and accompl i shed comput er  
user  t he BASI C i nf or mat i on t hey need.  Al t hough t he i nf or mat i on i s 
basi c,  al l  f i el d comput er  user s ar e r equi r ed t o have r evi ewed t he 
manual s and t hey must  be kept  r eadi l y avai l abl e as r ef er ence 
mat er i al .  
 
Car e of  t he Har dwar e 
 
Fi r st  and f or emost ,  r ead your  manual s and f ol l ow t hei r  
i nst r uct i ons.  Of t en t i mes t hey wi l l  pr ovi de si mpl e sol ut i on t o 
r out i ne pr obl ems and how t o oper at e t he equi pment  ef f i c i ent l y and 
saf el y.  Take car e of  t he equi pment  l i ke i t  was your  per sonal  
pr oper t y.   
 
Al ways consi der  t he envi r onment al  f act or  you ar e f aced wi t h i n you 
t er r i t or y.  Do not ,  under  any ci r cumst ances,  l eave t he comput er  or  
pr i nt er  i n your  car  over ni ght .  Dur i ng t he day,  t ake st eps t o 
pr ot ect  t he comput er  and pr i nt er  f r om t emper at ur e ext r emes.  Si mpl e 
st eps l i ke keepi ng t he equi pment  cover ed wi t h a l i ght  col or ed t owel  
t o r ef l ect  t he heat  i n t he car  wi l l  pr ovi de a si gni f i cant  degr ee of  
pr ot ect i on f or  your  comput er .  Tr y t o par k i n t he shade t o r educe 
heat  accumul at i on i n t he summer  or  i n t he sun i n t he wi nt er .  I n t he 
event  you ar e r equi r ed t o be i nvol ved i n a l engt hy v i s i t  at  an 
est abl i shment  ( an al l  day i nspect i on f or  exampl e) .  i t  may be 
necessar y t o br i ng your  comput er  i n f r om t he car  t o avoi d damage 
f r om ext r emes of  heat  and col d.  Of  cour se,  when t hi s i s done,  you 
must  i nsur e t hat  you l eave t he comput er  i n a secur e ar ea of  t he 
f i r m.  Make sur e your  equi pment  i s on a st abl e sur f ace t o pr event  
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acci dent al  f al l s ;  do not  expose t he equi pment  t o magnet s;  do not  
al l ow t he equi pment  t o get  wet  ( dr i nki ng bever ages over  t he 
equi pment  i s not  a good i dea) .  Anot her  i mpor t ant  consi der at i on i s 
secur i t y.  Do not  i nvi t e t hef t  or  assaul t .  Common sense goes a l ong 
way i n t hi s ar ea.  Ther e ar e s i t uat i ons t hat  wher e usi ng t he 
comput er  woul d not  be a good choi ce and handwr i t i ng t he I nspect i on 
Repor t  t o expedi t e t he v i s i t  i s  a wi se choi ce.  Consul t  wi t h your  
r egi onal  manager  f or  gui dance i n pr ovi di ng ser vi ces i n danger ous 
l ocat i ons.  
 
Har dwar e Ser vi ce and Suppor t  
 
Ther e i s a br oad spect r um of  comput er  exper t i se among t he f i el d 
Food Saf et y Speci al i st s.  Si t uat i ons wi l l  ar i se wher e i n house or  
ext er nal  assi st ance wi l l  be needed t o sol ve a par t i cul ar  pr obl em.  
The VDACS I nf or mat i on Syst ems of f i ce wi l l  assi st  f i el d per sonnel  
di r ect l y wi t h t he car e and mai nt enance of  t hei r  comput er s and wi l l  
coor di nat e r epai r s and out si de ser vi ces when necessar y.  
 
Al l  r equest s f or  assi st ance wi t h your  comput er  wi l l  be di r ect ed t o 
t he I nf or mat i on Syst ems of f i ce.  Addi t i onal l y,  you ar e expect ed t o 
keep your  r egi onal  manager  i nf or med t hat  you ar e havi ng di f f i cul t y 
and have cont act ed t he I nf or mat i on Syst ems of f i ce.   I nf or mat i on 
Syst ems wi l l  det er mi ne i f  t he pr obl em i s har dwar e or  sof t war e 
r el at ed.  Ever y at t empt  wi l l  be made t o cor r ect  t he s i t uat i on over  
t he phone or  vi a emai l .  But ,  i f  assi st ance f r om out si de our  of f i ce 
i s needed,  you wi l l  be pr ovi ded t he necessar y i nst r uct i on ( r epai r  
shop,  VDACS I nf or mat i on Syst ems,  manuf act ur er ) .   I nf or mat i on 
Syst ems has been asked t o keep t he r egi onal  manager  i nf or med vi a 
phone or  emai l  of  what  i s bei ng done t o cor r ect  t he s i t uat i on.  
I ndi v i dual  f i el d per sonnel  WI LL not  at t empt  t o pr ocur e comput er  
suppor t  ser vi ces out si de our  of f i ce.   Such act i on coul d r esul t  i n 
di sci pl i nar y act i on.   
 
 
 
COMPUTER TECHNI CAL SUPPORT.  
 
I n t he event  you need comput er  har dwar e and Mi cr osof t  pr ogr am 
t echni cal  suppor t ,  such as i nt er net  connect i ons and Mi cr osof t  Wor d,  
you shoul d cont act  t he VDACS I nf or mat i on Syst ems ( I S)  of f i ce 
di r ect l y.   When you cont act  I S you must  be abl e t o descr i be t he 
pr obl em accur at el y,  i ncl udi ng what  you wer e doi ng when t he pr obl em 
occur r ed,  any er r or  messages r ecei ved,  et c.   You must  al so be abl e 
t o t el l  I S when and wher e t hey can cont act  you vi a phone,  i f  
necessar y.  
 
POI NTS OF CONTACTS  
 
I nf or mat i on Syst ems 
 
Jeff  Hansen 
Information Systems 
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Virginia Department of Agriculture & Consumer Services 
1100 Bank St. - Suite 301 
Richmond, VA 23219 
 
Help Desk - (804) 786-4711 
Fax - (804) 786-2110 
Voice mail - (804) 786-1345 
 
E-mail  addresses 

helpdesk@vdacs.state.va.us 
jhansen@vdacs.state.va.us 
 

At t achment s:  ( 2)  
06/ 26/ 98 
 
( 1)  Vi r gi ni a Depar t ment  of  Agr i cul t ur e and Consumer  Ser vi ces Pol i cy 
and Pr ocedur e Manual  Number  10. 1,  Subj ect :  Et hi cal  use of  Agency 
( 2)  Comput i ng Resour ces end Number  10. 2,  Subj ect :  Net wor k Ser vi ces.  
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FI ELD OPERATI ONS MANUAL 
 

PROCEDURE I - 11 

Formerly 032 1 
 2 
FARMERS MARKETS 3 
 4 
The f ol l owi ng admi ni st r at i ve pr ocedur es wi l l  be used when 5 
conduct i ng and r epor t i ng i nspect i ons of   f ar mer s mar ket s:  6 
 7 
I .   FOOD SALES BOOTHS/ STATI ONS 8 
 9 

a.   A CFN wi l l  be gi ven t o each f ood boot h/ st at i on at  t he  10 
  Far mer ’ s Mar ket .  11 

 12 
 b.   Each f ood sal es boot h/ st at i on shoul d be t r eat ed as a 13 

separ at e ent i t y .   That  i s,  each one shoul d be 14 
i ndi v i dual l y eval uat ed,  and an i nspect i on r epor t  l ef t  15 
at  each one.  On t he i nspect i on r epor t  wher e i t  st at es 16 
“ Dur i ng an i nspect i on of  your ___________”  you shal l  put  17 
“ f ar mer ’ s mar ket  poi nt  of  sal e” .    18 

 19 
I I .   ACTUAL FARMERS MARKET AREA.  20 
 21 
 A.   The mar ket  or  f aci l i t y  “ l andl or d”  t hat  i s  pr ovi di ng t he 22 

poi nt  of  sal e s i t es wi l l  al so get  a separ at e CFN as a 23 
r et ai l er .   Thi s i s t he onl y way t hat  someone can be 24 
hel d account abl e f or  t he bui l di ng or  shel t er ,  per i met er  25 
of  t he bui l di ng or  shel t er ,  r est r ooms,  equi pment  and 26 
hand si nks -  i f  appl i cabl e.   The “ Landl or d’ s”  27 
r esponsi bi l i t i es may var y wi del y acr oss t he st at e,  28 
t her ef or e,  s i t uat i ons have t o be consi der ed on a case 29 
by case basi s.   Consul t  wi t h your  r egi onal  manager  or  30 
f i el d super vi sor  f or  gui dance.   The i nspect i on r epor t  31 
f or  t he mar ket  onl y wi l l  be l ef t  wi t h t he mar ket  32 
manager .  33 

 34 
The at t ached consumer  i nf or mat i on br ochur e and GUI DELI NES FOR 35 
CONSUMER SAMPLES AT FARMER’ S MARKETS f or  f ur t her  i nf or mat i on.  36 
 37 
 38 
 39 
 40 
Febr uar y 22,  2000 41 
 42 
 43 
 44 

PROCEDURES FOR CONSUMER SAMPLES AT FARMERS MARKETS 
 
Sever al  vendor s at  f ar mer =s mar ket s have been f ound t o be 
di spensi ng f r ee sampl es of  t he pr oduct s t hey ar e sel l i ng.  Si nce 
money does not  change hands dur i ng t hese t r ansact i ons t her e i s 
some quest i on as t o how f ul l y t he f ood l aws appl y.   However ,  t he 
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di st r i but i on of  sampl es i s a f or m of  adver t i s i ng and t he f ood 
l aws gover n t hat .   I n any case,  pr oper  handl i ng of  f ood sampl es 
i s a concer n t o bot h t he consumer  and t o t he vender .   Not hi ng 
wi l l  k i l l  a smal l  busi ness f ast er  t han t o make peopl e s i ck wi t h 
f r ee sampl es.   Our  post ur e wi l l  be t o advi se vendor s of  t he 
pr oper  way t o handl e t hei r  f ood sampl es.   I n i nst ances wher e a 
gr oss def i c i ency exi st s di scuss i t  wi t h your  super vi sor  i n or der  
t o pl an a pr oper  cour se of  act i on.   When eval uat i ng t he f ood 
sampl e pr act i ces of  vendor s t he f ol l owi ng gui de shoul d be used:  
 
Baker y Pr oduct s  -  Non- cr eam f i l l ed baker y pr oduct s pose l i t t l e 
hazar d and vendor s need t o do l i t t l e el se t han pr ot ect  t hem f r om 
gr oss cont ami nat i on.   I t  wi l l  not  be necessar y t o pr ovi de 
pl umbi ng f aci l i t i es i n t he vendor ’ s st al l  i f  al l  t hey handl e ar e 
non- pot ent i al l y  hazar dous baker y pr oduct s.  
 
Mel ons  -  Mel ons,  unt i l  r ecent l y,  wer e not  t hought  t o pose many 
hazar ds.   However ,  r ecent  event s,  especi al l y t he Sal monel l a Poona 
i nci dent  i nvol vi ng cant al oupes has shown t hi s assessment  t o be i n 
er r or .   Mel ons can pr ovi de t he essent i al  nut r i ent s t o keep 
pat hogeni c bact er i a al i ve.   The Sal monel l a Poona i nci dent  makes 
excel l ent  case st udy.   The mel ons appear ed t o or i gi nat e i n an 
ar ea wher e Ani ght  soi l @ ( human excr ement )  was used as a 
f er t i l i z i ng agent .   The ni ght  soi l  cont ai ned t he sal monel l a t hat  
cont ami nat ed t he ext er i or  of  t he mel on.   The sal monel l a was 
t r ansf er r ed t o t he i nt er i or  f l esh of  t he mel on by kni ves dur i ng 
s l i c i ng and sur vi ved t her e.   Thousands wer e made i l l  and t wo 
per sons di ed as a r esul t .   Vendor s who sl i ced mel on and of f er  
t hem as sampl es need t o t ake a f ew si mpl e pr ecaut i ons t o pr ot ect  
t hemsel ves f r om a r eoccur r ence of  t hi s pr obl em.   Mel ons i nt ended 
f or  s l i c i ng shoul d be t hor oughl y washed.   I f  t hi s cannot  be 
accompl i shed at  t he vendor ’ s boot h t hen t he mel ons i nt ended f or  
s l i c i ng shoul d be washed at  home and br ought  t o t he mar ket  i n 
sui t abl e cont ai ner s.   I f  s l i c i ng i s t o occur  at  t he vendor ’ s 
boot h t he vendor  shoul d f ur ni sh some means of  washi ng hi s 
ut ensi l s.   As a pr act i cal  mat t er ,  si nce mel ons do not  have a hi gh 
f at  cont ent ,  a suppl y of  hot  wat er  i s not  essent i al  t o do a good 
j ob.   A vendor  who desi r es t o s l i ce t hei r  mel ons at  t hei r  boot h 
need onl y pr ovi de t hr ee cont ai ner s f or  washi ng,  r i nsi ng and 
sani t i z i ng t hei r  ut ensi l s.   Wat er  can be br ought  f r om home i n a 
sui t abl e cont ai ner .   When ut i l i z i ng t he t hr ee cont ai ner s,  one 
woul d cont ai n wat er  and a det er gent ,  t he second woul d cont ai n 
r i nse wat er  and shoul d be changed f ai r l y f r equent l y,  and t he 
t hi r d woul d cont ai n a sani t i zer .   The sani t i zer  shoul d be checked 
at  appr opr i at e i nt er val s.   Sl i ced mel ons on di spl ay f or  sampl i ng 
shoul d be pr ot ect ed f r om gr oss cont ami nat i on and shoul d be 
r ef r i ger at ed.   I f  r ef r i ger at i on i s not  possi bl e,  t hen t he mel ons 
shoul d not  s i t  out  at  ambi ent  ai r  t emper at ur es any l onger  t han 
t wo hour s bef or e t hey ar e di scar ded and r epl aced wi t h f r esh 
sampl es.   Pr oper  r ef r i ger at i on can t ake t he f or m of  no mor e t han 
a dr ai ned t r ay of  i ce upon whi ch a pl at e or  t r ay cont ai ni ng t he 
mel on si t s.   Vendor s al so have t he opt i on of  pr epar i ng t hei r  
sampl es at  home and br i ngi ng t hem wi t h t hem.   Thi s may be t he 
si mpl est  met hod f or  some of  t he vendor s.  
 
Pot ent i al l y  Hazar dous Foods  -  These pr oduct s pr esent  a much 
di f f er ent  pr obl em t han t he mel ons.   Because of  t he hi gh f at  
cont ent  and pr ot ei n usual l y associ at ed wi t h t hese t ypes of  
pr oduct s,  hot  wat er  i s essent i al  f or  ef f ect i ve c l eani ng of  
ut ensi l s.   Those vendor s who pr ocess sampl es of  pot ent i al l y  
hazar dous pr oduct s such as s l i ces of  meat s,  bi t s of  sandwi ches,  
s l i ces of  cr eam pi es,  et c. ,  shoul d have pr oper  c l eani ng 
f aci l i t i es avai l abl e.  I f  pr oper  c l eani ng f aci l i t i es ar e not  
avai l abl e,  t he vendor  shoul d pr epar e t he sampl es at  home and 
t r anspor t  t hem t o t he boot h i n sui t abl e cont ai ner s.   Pr oper  
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r ef r i ger at i on i s al so essent i al  s i nce t hese pr oduct s act ual l y 
enhance t he gr owt h of  mi cr oor gani sms r at her  t hen j ust  al l ow t hei r  
sur vi val  as i s t he case wi t h t he mel ons.    Ref r i ger at ed 
t r anspor t at i on and st or age i s essent i al  and r ef r i ger at ed di spl ay 
ver y desi r abl e.   I f  r ef r i ger at ed di spl ay i s not  avai l abl e t hen 
t he pr oduct s shoul d be di spl ayed at  ambi ent  ai r  t emper at ur es no 
l onger  t han t wo hour s bef or e t hey ar e di scar ded and even t hi s i s 
a mar gi nal  pr act i ce.  
 
Take t i me t o expl ai n f ul l y  t o t he vendor  t he sci ent i f i c  r easons 
behi nd your  r ecommendat i ons.   The mor e vendor s under st and about  
t he pr oduct s t hey ar e handl i ng t he l ess l i kel y t hey ar e t o engage 
i n r i sky pr act i ces and t he easi er  t hi ngs wi l l  be f or  al l  par t i es 
i nvol ved.   I f  you have any quest i ons,  di scuss t hem wi t h your  
super vi sor .  

 
Edi t ed Apr i l  5,  2000 
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FI ELD OPERATI ONS MANUAL 
 

PROCEDURE I - 12 
NEW 

 
 

Dr ess Code 
 
As an empl oyee of  t he Vi r gi ni a Depar t ment  of  Agr i cul t ur e,  you ar e 
expect ed t o pr oj ect  a pr of essi onal  i mage.  Appear ance i s an i mpor t ant  
par t  of  a publ i c i mage.  Good publ i c r el at i ons and pr act i cal  common 
sense r equi r es you dr ess appr opr i at el y f or  t he act i v i t y i n whi ch you 
ar e engaged.  A Food Saf et y Speci al i s t  wi l l  be neat ,  c l ean and wel l  
gr oomed.  Cl ean sl acks and col l ar ed shi r t s ar e appr opr i at e f or  men and 
cl ean s l acks and a dr ess t op f or  women.  You ar e par t  of  a pr of essi onal  
or gani zat i on and shoul d pr oj ect  a pr of essi onal  i mage.  
 
Jeans,  t ee shi r t s,  sweat pant s/ shi r t s,  t ank t ops and sandal s ar e not  
appr opr i at e.  
 
I n cer t ai n s i t uat i ons,  such as di sast er  wor k,  a mor e “ r el axed”  dr ess 
i s accept abl e.    
 
Addi t i onal l y,  as r ef l ect ed i n FOM 1- 01 I nspect or  Saf et y,  when wor ki ng 
i n unsaf e ar eas you ar e t o dr ess appr opr i at el y so as not  t o dr aw undue 
at t ent i on t o your sel f .    
 
Pr ot ect i ve c l ot hi ng 
 
The of f i ce pr ovi des smocks ( and cover al l s)  f or  t hi s pur pose.   Smocks,  
as wel l  as hai r  r est r ai nt s,  ar e t o be wor n whenever  you ar e i n a 
pr ocessi ng envi r onment .   You do not  need t o wear  a smock i n non-
pr ocessi ng ar eas as l ong as you ar e wear i ng a name t ag    ( i e:  
i dent i f i cat i on t ag)  i ndi cat i ng you ar e a Food Saf et y Speci al i s t .   You 
ar e r esponsi bl e f or  keepi ng your  smock c l ean and i n good condi t i on.   
Onl y c l ean smocks ar e t o wor n dur i ng f i r m i nspect i ons.     
 
NOTE:   I f  you have ot her  s i t uat i ons wher e you bel i eve t he wear i ng of  
t he smock may cause pr obl ems/ di f f i cul t i es,  consul t  wi t h your  Regi onal  
Manager .  
 
I f  a f i r m r equi r es t hei r  empl oyees t o wear  addi t i onal  pr ot ect i ve 
c l ot hi ng,  such as bear d guar ds,  saf et y gl asses,  ear  pl ugs,  et c. ,  t hen 
you ar e expect ed t o dr ess l i ke- wi se.   I f  you do not  have t he speci f i c  
saf et y gear  needed,  r equest  i t  t hr ough your  r egi onal  of f i ce.   I n most  
cases,  t he f i r m wi l l  pr ovi de i t  as a cour t esy i f  you do not  have t he 
speci f i c  saf et y gear  needed.    
 
 
I ssued new August  16,  2001 
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FIELD OPERATIONS MANUAL 
 
 

PROCEDURE I - 13 
New 

 
EMAI L USE AND ETI QUETTE 
 
El ect r oni c mai l ,  commonl y r ef er r ed t o as “ emai l ” ,  has become a 
necessar y and ef f ect i ve communi cat i on t ool  t o exchange 
i nf or mat i on bet ween t he of f i ces,  t he f i el d,  our  c l i ent s and each 
ot her .   
 

I n or der  t o i ncr ease t he ef f i c i ency of  emai l ,  al l  
f i el d and of f i ce per sonnel  wi l l  check and r espond t o 
t hei r  emai l  on a DAILY basi s.       
 
Al l  emai l  t hat  you r ecei ve and/ or  gener at e on your  agency 
comput er  i s f or  of f i c i al  use onl y and may be subj ect  t o a 
“ f r eedom of  i nf or mat i on”  ( FOI )  r equest .  Si mpl y del et i ng an emai l  
f r om your  comput er ,  does not  pr event  i t  f r om bei ng r ecover ed.   
 
EMAI L DO’ S AND DON’ TS:  
 
 DO Keep emai l  shor t .   Be conci se.  
 
 DO r espond t o your  mai l  as soon as possi bl e.  
 

 DO NOT send inflammatory comments.  Be official and       factual. 
 
 
 
 
 
 
 
 
 
 
Januar y 19,  2000 
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FI ELD OPERATI ONS MANUAL 
Pr ocedur e I - 14 

New 
 
INCLEMENT WEATHER 
 
 
 
Dur i ng i ncl ement  weat her  condi t i ons t he f ol l owi ng pr ot ocol  i s  
est abl i shed.  The pr ot ocol  i s  f ul l y  compl i ant  wi t h al l  HRO 
pol i c i es and di r ect i ves r el at i ng t o i ncl ement  weat her .  Pl ease 
r emember  t hat  condi t i ons var y wi del y acr oss t he st at e and may 
even var y wi t hi n a r egi on:  
 
I f   weat her  condi t i ons,  such as snow and/ or  i ce st or ms,  
hur r i canes,  sever e r ai n st or ms et c. ,  ar e such t hat  t he f i el d Food 
Saf et y Speci al i st  ( FSS)  does not  f eel  t hat  he or  she can per f or m 
f i el d wor k saf el y,  t hey shoul d cont act  t hei r  Regi onal  Manager  t o 
di scuss t he si t uat i on.  
 
Subsequent  t o di scussi ng t he si t uat i on wi t h your  Regi onal  
Manager ,  you and t he Manager  shoul d col l ect i vel y shoul d det er mi ne 
whet her  or  not  you shoul d st ay at  home or  per f or m f i el d wor k.  I n 
det er mi ni ng whet her  condi t i ons ar e sui t abl e f or  wor ki ng at  home,  
t he FSS shoul d ut i l i ze i nf or mat i on f r om t he f ol l owi ng sour ces,  
but  not  l i mi t ed t o:  
 

• Local  weat her  r epor t s 
• St at e Pol i ce 
• VDOT 
• St at e and Local  Gover nment  as wel l  as “ l ar ge empl oyer ”  

c l osi ngs f or  t he l ocal i t y i n quest i on 
 
You may use t he I nt er net  t o obt ai n some of  t he af or ement i oned 
i nf or mat i on.    
 
Cr i t er i a,  such as t he gener al  condi t i on of  r oads,  st r eet s and 
hi ghways i n t he f i el d FSS’ s i mmedi at e v i c i ni t y,  t he avai l abi l i t y  
of  wor k i n t hei r  i mmedi at e v i c i ni t y and/ or  cont i guous ar eas,  
t er r ai n ( i . e.  st eep hi l l s  t hat  must  be navi gat ed i n c l ose 
pr oxi mi t y t o r esi dence)  et c.  shoul d be ut i l i zed.   Anot her  
cr i t i cal  f act or  i s your  abi l i t y  and/ or  exper i ence i n dr i v i ng i n 
sever e weat her ,  e. g.  snow and i ce.  
 
I f  weat her  condi t i ons i mpr ove at  some poi nt  i n t i me dur i ng t he 
wor kday t he FSS shoul d r esume hi s or  her  nor mal  f i el d dut i es  when 
and wher e possi bl e.  
 
I n i nst ances wher e i t  i s  i mpossi bl e t o per f or m f i el d wor k t hen 
wor k r el at ed act i v i t i es shoul d be per f or med at  t he FSS’ s home 
of f i ce wher e possi bl e ( f ood saf et y r esear ch vi a t he I nt er net ,  
speci al  pr oj ect s conduct ed over  t he phone as assi gned by 
super vi sor ,  or gani z i ng f i l es,  r evi ew of  Laws and/ or  Regul at i ons,  
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et c. ) .  
 
I f  i t  i s  deemed t hat  t he FSS shoul d wor k i n t hei r  home of f i ce 
t hen t hey shoul d pl ace t he act ual  number  of  hour s i n whi ch wor k 
( i n t he home of f i ce)  was per f or med i n t he “ Hour s Wor ked”  col umn 
of  t he “ VDACS Ti mesheet . ”  The number  of  hour s dur i ng t hat  
par t i cul ar  wor kday i n whi ch wor k was not  per f or med shoul d be 
pl aced i n t he “ Hol i day Hour s”  col umn of  sai d t i mesheet .  Di r ect l y 
beneat h t he number  of  hour s not  wor ked ( i n t he same bl ock as t he 
l i s t ed hour s)  t he wor d “ weat her ”  shoul d be wr i t t en.  
 
The Commonweal t h wi l l  onl y al l ot  8 hour s of   weat her  r el at ed 
l eave per  day .  However ,  i f  t he FSS wor ks a t en ( 10)  hour  day,  and 
i s at  home f or  t he ent i r e day t hey must  wor k f or  at  l east  t wo ( 2)  
hour s at  t hei r  home of f i ce i f  t hey wi sh t o avoi d havi ng t o t ake 
t wo ( 2)  hour s of  annual  l eave.  
 
The cl osi ng of  a “ St at e of f i ce”  bui l di ng onl y r el at es t o t hose 
empl oyees who t r avel  t o and wor k i n t hat  par t i cul ar  bui l di ng.  I t  
does not  aut omat i cal l y ent i t l e ot her  empl oyees of  t he 
Commonweal t h who do not  wor k i n t hat  bui l di ng t o “ t i me of f ” .  
 
Not e:  The FSS can al so cont act  t he Fi el d Super vi sor  f or  a 
det er mi nat i on as t o how t o deal  wi t h i ncl ement  weat her  
s i t uat i ons.  Once a det er mi nat i on has been made t he Fi el d 
Super vi sor  shoul d pr ovi de t hat  i nf or mat i on t o t he Regi onal  
Manager .  
 

* * SAFETY FI RST! * *  
 
YOU MUST RECORD,  I N YOUR DAI LY CALENDER,  THE FACT YOU WORK AT HOME 
DUE TO WEATHER CONDI TI ONS AND WHO YOU I NFORMED.   THI S I S FOR YOUR 
PROTECTI ON!  

 
 
Febr uar y 2,  2000 
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FI ELD OPERATI ON MANUAL 

PROCEDURE I - 15 
New 
 
EMERGENCY DATA UPDATI NG 
 
I n t he event  you ar e i nj ur ed whi l e at  wor k and you ar e unabl e t o 
pr ovi de t he needed i nf or mat i on t o emer gency per sonnel ,  t he Agency 
may have t o make a not i f i cat i on or  pr ovi de t he i nf or mat i on f or  
you.   Ther ef or e,  you shal l  per i odi cal l y make cer t ai n t hat  your  
emer gency not i f i cat i on i nf or mat i on,  mai nt ai ned by our  Human 
Resour ce Of f i ce ( HRO)  i n Ri chmond,  i s cur r ent .    
 
I n t he event  your  emer gency not i f i cat i ons needs t o be updat ed,  
you wi l l  submi t  t he changes t o HRO,  el ect r oni cal l y as an 
at t achment ,  or  v i a ( snai l )  mai l ,  your  cur r ent  not i f i cat i on 
r equi r ement s.   The f or m ut i l i zed f or  t hi s pur pose,  devel oped by 
HRO,  i s at t ached t o t hi s FOM and shoul d be r et ai ned on your  
comput er  f or  easy use.  
 
The form should be submitted to: 
 

VIRGINIA DEPARTMENT OF AGRICULTURE AND CONSUMER SERVICES 
HUMAN RESOURCE OFFICE 

1100 BANK STREET SUITE 306 
RICHMOND, VIRGINIA 23219 

Fax (804) 371-8879 
 

Or 
VIA EMAIL TO 

 
Ms. Linda Cole lcole@vdacs.state.va.us 

 
February 9, 2000 
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EMERGENCY INFORMATION 

VIRGINIA DEPARTMENT OF AGRICULTURE & 
CONSUMER SERVICES 

  
Please Print or Type 
 
Name:       
 
Division: Consumer Protection   Date: 12/20/02    
 
PERSON(S) TO CONTACT IN CASE OF EMERGENCY: 
 
Name:         
 
Home Address:       
 
         
 
Work Address:       
 

        
 
Telephone: (h)       (w)       Pager #        
 
 
Name:         
 
Home Address:       
 
         
 
Work Address:       
 

        
 
Telephone: (h)       (w)       Pager #        
 
 
PREFERRED HOSPITAL:  
 
PERSONAL PHYSICIAN:  TELEPHONE:  
 
*SPECIAL INSTRUCTIONS/CONDITIONS/NOTES:        
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FI ELD OPERATI ONS MANUAL 
PROCEDURE I - 16 

NEW 
 
ALTERNATE WORK SCHEDULES FOR FI ELD PERSONNEL 
 

Backgr ound and Pol i cy 
 
The Depar t ment  of  Per sonnel  and Tr ai ni ng ( DPT)  has aut hor i zed 
Al t er nat e Wor k Schedul es ( AWS)  si nce 1993.   However ,  i n or der  t o 
avoi d mi suse,  c l ar i f i cat i on i s needed.   The Of f i ce of  Food Saf et y 
i s r esponsi bl e f or  ensur i ng adequat e cover age t o al l  ar eas Monday 
t hr ough Fr i day f r om 8: 15 a. m.  t hr ough 5: 00 p. m.   Ful l  ser vi ce 
must  be avai l abl e t o our  consumer s t hr oughout  t hose hour s.   
Addi t i onal l y,  t he AWS i s a pr i v i l ege,  and not  a r i ght .   
 
New Food Saf et y Speci al i st  ( empl oyed f or  l ess t han one ( 1)  year ) ,  
hi r ed af t er  t he i ssuance of  t hi s Fi el d Oper at i on Manual  I - 16,  ar e 
not  per mi t t ed t o wor k t he t en ( 10)  hour  days,  f our  ( 4)  days per  
week.  Gener al l y,  per sonnel  advanced t o Gr ade 10 can be el i gi bl e,  
but  t he el i gi bi l i t y  f or  t he AWS i s at  t he sol e di scr et i on of  t he 
Regi onal  Manager .  
 
New per sonnel  i n “ t r ai ni ng”  wi l l  f ol l ow t he i nst r uct or ’ s wor ki ng 
hour s at  al l  t i mes.    
 

Opt i ons 
 
The f ol l owi ng ar e t he onl y  opt i ons avai l abl e t o f i el d per sonnel  
( Food Saf et y Speci al i st s) :  
 
Ten ( 10)  hour  days,  f our  ( 4)  days per  week 
 
 Ei ght  ( 8)  hour  days,  f i ve ( 5)  days per  week 
 

Ten ( 10)  hour  days,  f our  ( 4)  days per  week 
 
Empl oyees el ect i ng t o wor k f our  ( 4)  day weeks must  schedul e t hose 
days wi t h t hei r  super vi sor s.   St ar t i ng hour s ar e bet ween 6: 30 
a. m.  and 7: 30 a. m.  and endi ng t i mes ar e bet ween 5: 15 p. m.  and 
6: 30 p. m.  
 
When empl oyees ar e s i ck or  on annual  l eave,  t en ( 10)  hour s wi l l  
be char ged each day.   Ti me of f  f or  t he hol i days wi l l  f or  ei ght  
( 8)  hour s onl y.   Empl oyees schedul ed t o wor k 10- hour  days on 
hol i days must  char ge t wo ( 2)  hour s t o l eave.   No empl oyee i s 
aut hor i zed t o wor k f or  t he t wo ( 2)  hour s at  “ home” .   OR,  t he 
empl oyee can r ever t  t o t he r egul ar  ei ght  ( 8)  hour  days f or  t he 
week i n whi ch a hol i day occur s .  

  
Wi t hout  except i on,  f or  t he hol i days of  Thanksgi v i ng,  Chr i st mas 
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and New Year ’ s,  empl oyees WI LL r ever t  t o t he ei ght  ( 8)  hour s/ f i ve 
( 5)  days wor k schedul e.  

 
You MUST obt ai n pr e- appr oval  f r om your  Regi onal  Manager  bef or e 
wor ki ng t he AWS,  and bef or e maki ng any changes  i n your  wor k 
schedul e.   Addi t i onal l y,  you may be r equi r ed t o submi t  your  “ days 
of f ”  schedul e i n a f or mat  and f r equency desi gnat ed by your  
Regi onal  Manger ,  f or  t hei r  r evi ew and appr oval .   
 

Ei ght  ( 8)  hour  days,  Fi ve ( 5)  days per  week 
 
Empl oyees who el ect  t o wor k a f i ve ( 5)  day week must  schedul e 
wor k hour s wi t h t hei r  super vi sor .   Fl exi bl e hour s f or  f i ve ( 5)  
day wor k weeks ar e f r om 7: 00 a. m.  t o 6: 00 p. m.   Empl oyee l eave 
bal ances wi l l  be char ged ei ght  ( 8)  hour s per  day when si ck or  
annual  l eave i s t aken.   Empl oyees t ake hol i days as schedul ed.  
 
I ncl ement  Weat her  
 
Dur i ng per i ods of  i ncl ement  weat her ,  Fi el d Oper at i ons Manual  I -
14,  appl i es.   Your  act i v i t y dur i ng i ncl ement  weat her  wor k hour s 
i s subj ect  t o ver i f i cat i on by your  Regi onal  Manager .  
 
I ssued Jul y 2000  
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FI ELD OPERATI ONS MANUAL 
 

PROCEDURE I - 17 
 
 

TI MESHEET I NSTRUCTI ONS 
 
 
OVERVI EW:  
 
I t  i s  t he pol i cy of  t he Vi r gi ni a Depar t ment  of  Agr i cul t ur e and 
Consumer  Ser vi ces t o f ol l ow t he Feder al  Fai r  Labor  St andar ds Act  
( FLSA)  as di r ect ed by t he Vi r gi ni a Depar t ment  of  Per sonnel  and 
Tr ai ni ng and t he U. S.  Depar t ment  of  Labor .   Al l  f i el d empl oyees 
i n t he Food Saf et y Pr ogr am ar e consi der ed “ non- exempt ” ,  meani ng 
t hey ar e subj ect  t o al l  mi ni mum wage and over t i me pr ovi s i ons of  
FLSA.    
 
Ther ef or e,  i n accor dance wi t h FLSA,  t he Depar t ment  has r equi r ed 
t hat  al l  non- exempt  per sonnel  submi t  an accur at e VDACS Ti mesheet .  
 Once compl et ed,  t he Ti mesheet  i s t o be f or war ded pr ompt l y t o 
your  Regi onal  Manager ,  i n accor dance wi t h FOM 1- 06,  f or  r evi ew,  
ver i f i cat i on and f i l i ng.  
 
LEAVE I SSUES:    
 
Compensat or y t i me ear ned and over t i me ear ned must  be appr oved and 
shoul d be r eser ved f or  emer gency or  ext r aor di nar y wor k on 
weekends,  hol i days and eveni ngs af t er  your  nor mal  wor k day.   
Emer gency si t uat i ons l i ke f i r es,  f l oods and t r uck wr ecks,  wi l l  
cont i nue t o have pr i or i t y and appr oval  i n t hese si t uat i ons may 
have t o be secur ed af t er  t he f act .   However ,  ot her  ext r a wor k,  
whi ch must  be conduct ed on hol i days,  or  on t he weekends,  l i ke t he 
i nspect i on of  f ar mer s mar ket s or  ot her  s i t uat i ons wher e 
i nspect i ons must  occur  i n of f - hour s,  shoul d be appr oved i n 
advance by your  super vi sor .    
 
Under  nor mal  c i r cumst ances,  empl oyees shal l  not  wor k mor e t han 
f or t y ( 40)  hour s i n any wor k week.   Empl oyees ar e t o “ schedul e 
adj ust ”  at  t he end of  t hei r  wor k week t o avoi d exceedi ng 40 
hour s.    
 
I .  Gener al  Gui del i nes:  
 

A.  Bi - mont hl y t i me sheet s have t o be compl et ed by al l  non-
exempt  c l assi f i ed empl oyees.  

B.  Car ef ul  at t ent i on shoul d be gi ven t o ensur i ng t hat  t he 
t i mesheet  and l eave sl i ps as wel l  as ot her  wor k r epor t s,  
cor r espond t o each ot her .  

C.  Compl et i ng t he t i mesheet  on a dai l y/ weekl y schedul e wi l l  
avoi d er r or s t hat  may occur  i f  you ar e pr epar i ng t hem 
wel l  af t er  t he hour s have been wor ked and t he l eave 
t aken.  
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D.  Ti mesheet s shoul d not  be f i l l ed out  i n advance.   The 
si gnat ur e dat e shoul d be accur at e ( i e:  not  post dat ed or  
pr edat ed) .  

E.  Ti mesheet s and l eave sl i ps ar e r out i nel y audi t ed.  
F.  Ti mesheet s ar e of f i c i al  st at e document s.  
G.  Types of  ear ned l eave:  
 

1.  Over t i me Leave ( OE)  
a.  I s ear ned f or  al l  t i me physi cal l y wor ked over  40 

hour s  ( i n 7 consecut i ve days,  nor mal  wor k week 
Sat ur day t hr ough Fr i day)  at  a r at e of  1 ½ t i mes t he 
hour s wor ked.  

b.  Can ear n up t o a maxi mum of  240 hour s.  
c.  I t  r emai ns on your  l eave r ecor d unt i l  i t  i s  t aken.  
 

 
2.  Compensat or y Leave ( CE)  
 

a.  Can be ear ned f or  t i me wor ked on a hol i day or  ot her  
hour s wor ked out si de t he nor mal  wor k day when t he 
empl oyee has not  act ual l y wor ked 40 hour s i n t hat  week,  
i . e.  when a hol i day occur s or  you have t aken ot her  
l eave dur i ng t he wor k week.  
b.  Expi r es one ( 1)  year  f ol l owi ng t he dat e on whi ch t he 
wor k was per f or med.  
c.  Leave i s ear ned on an hour  f or  hour  basi s.  

 
I I .   Week Endi ng:  Shoul d be t he Fr i day’ s dat e f or  t he week j ust  

compl et ed.  
 
I I I .  Day and Dat e:  St ar t  t he dat e wi t h Sat ur day’ s dat e and f i l l  

i n t he dat es f or  t he days of  t hat  week,  endi ng wi t h Fr i day.  
 Fr i day’ s dat e shoul d cor r espond t o t he Week Endi ng dat e.  

 
I V.  Ti me I n and Ti me Out :  Recor d act ual  st ar t i ng and endi ng 

t i mes.  
 
V.  Hour s Wor ked:  Shoul d equal  t he di f f er ence bet ween t he Ti me 

I n and Ti me Out  mi nus a l unch br eak.   The Fai r  Labor  
St andar ds Act  ( FLSA)  r equi r es a mi ni mum 20 mi nut e l unch 
br eak.  

 
VI .  CE,  Comp Pai d,  OE,  Over t i me Pai d:  These ar e i nf or mat i onal  

col umns f or  your  use i n t r acki ng t he days on whi ch you 
act ual l y wor ked t he compensat or y or  over t i me l eave.   SEE 
NOTE AT THE BOTTOM OF THE TI MESHEET REGARDI NG APPROVAL BY 
THE SUPERVI SOR.  

 
VI I .  Leave t aken:   I ndi cat e t he hour s t aken and t he l eave 

t r ansact i on code t hat  i s appr opr i at e f or  t he l eave t aken.  
 
VI I I . Tot al s:   The i mpor t ant  t ot al s ar e f or  t he Hour s Wor ked,  

Leave Taken,  and Hol i day Hour s col umns.   I F THESE THREE ( 3)  
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COLUMNS TOTAL MORE THAN 40 HOURS,  YOU SHOULD HAVE PRE-
APPROVAL FOR EI THER COMPENSATORY OR OVERTI ME LEAVE.  

 
I X.  Si gnat ur es and Dat es:  The si gnat ur e and dat e by bot h t he 

empl oyee and t he super vi sor  ar e at t est i ng t o t he accur acy 
and val i di t y of  t he i nf or mat i on cont ai ned on t he sheet .  

 
X.  Rel evant  Pol i c i es:   The pol i c i es t hat  out l i ne cor e ser vi ce 

hour s,  FLSA compl i ance,  and al t er nat e wor k schedul es ar e 
cont ai ned i n:  

 
A.  VDACS Pol i cy 4. 9- Cor e Busi ness Hour s 
B.  VDACS Pol i cy 5. 10- Fai r  Labor  St andar ds Act  
C.  VDACS Pol i cy 5. 12- Al t er nat e Wor k Schedul es 

 
 
Revi sed August  10,  2001 
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FIELD OPERATIONS MANUAL 
 
 

Pr ocedur e I - 18 
NEW 

Pr epar at i on For  Cour t  
    
 I f  i t  i s  necessar y t o i ni t i at e l egal  act i on agai nst  a f i r m,  
t he f ood saf et y speci al i st  must  be a wel l  pr epar ed wi t ness.  Pr i or  
t o t he t r i al  dat e,  he/ she shoul d be sur e t hat  hi s/ her  f i l es ar e 
up t o dat e and i n chr onol ogi cal  or der  accor di ng t o dat es of  
i nspect i on,  et c.  The Food Saf et y Speci al i st  shoul d r evi ew hi s/ her  
f i l es and not es and become ver y f ami l i ar  wi t h t he f act s i n t he 
case.  The Food Saf et y Speci al i st ' s  f i l e and ot her  per t i nent  
i nf or mat i on shoul d be avai l abl e at  t he t r ai l .  
 
 When t est i f y i ng,  t he Food Saf et y Speci al i st  shoul d al ways 
di r ect  hi s/ her  t est i mony t o t he j udge or  j ur or s i n case of  a j ur y 
t r i al .  I t  i s  i mpor t ant  t o r emember  t hat  t he j udge or  t he j ur y 
wi l l  make t he f i nal  deci s i on.  
 
 The Food Saf et y Speci al i st  shoul d gi ve c l ear ,  di st i nct ,  
conci se,  and posi t i ve answer s on t he wi t ness st and.  You shoul d 
never  be evasi ve when answer i ng quest i ons.  You shoul d answer  t he 
speci f i c  quest i on asked by t he cour t  and no mor e.  I f  you do not  
under st and a quest i on asked by t he cour t ,  t hen you shoul d ask f or  
t he quest i on t o be r epeat ed.  
 
 Speci al  Not e:  When t est i f y i ng i n cour t ,  t her e may be 
si t uat i ons wher e t he Food Saf et y Speci al i st  may onl y be al l owed 
t o r ef er  t o hi s/ her  not es t aken dur i ng t he i nspect i on and not  t he 
I nspect i on Repor t .   Ther ef or e,  when per f or mi ng i nspect i ons of  
est abl i shment s t hat  may r esul t  i n l egal / cour t  act i on,  pl ace t he 
not es of  t he obj ect i onabl e condi t i ons you have t aken dur i ng t he 
i nspect i on i nt o t he f i r m f ol der .   Make sur e t hat  t hese not es ar e 
avai l abl e f or  r ef er ence pur poses when you ar e cal l ed upon t o 
t est i f y.   
 
The f ol l owi ng l i s t ed i t ems ar e what  one Vi r gi ni a c i r cui t  cour t  
j udge says ar e i mpor t ant  i n pr esent i ng a case:  
 
 1.  Tel l  t he t r ut h.  
 2.  Have conf i dence i n your  case.  
 3.  Gi ve posi t i ve answer s.  
 4.  Wi t ness must  be i nf or med and pr epar ed.  
 5.  Wi t ness must  l i s t en t o t he quest i ons.  
 6.  I f  you do not  know t he answer ,  say " I  do not  know"  
 7.  Never  get  angr y on t he st and.  

8.  Must  be abl e t o pr ove t her e has been a v i ol at i on 
t hr ough f act s.  

9.  I mpr essi on made on t he wi t ness st and i s ver y i mpor t ant .  
 10.  Be neat l y dr essed.  
 11.  Be cour t eous.  
 
 
 
I ssued new Febr uar y 9,  2001 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I - 19 
NEW 

 
 
Oper at i on Of  St at e Owned Aut omobi l e 
I .  GENERAL OPERATI ON 
 
 A.  Assi gnment  of  Aut omobi l e 
  a.  The aut omobi l e i s assi gned t o you f or  t he pur pose 

of  per f or mi ng your  r egul ar  dut i es and speci al  
assi gnment s i n your  assi gned t er r i t or y and ot her  
poi nt s i n Vi r gi ni a.  

b.  The use of  a st at e owned aut omobi l e f or  pur poses 
ot her  t han t hose speci f i ed above shal l  be onl y 
wi t h t he consent  of  your  i mmedi at e super vi sor .  

 
 B.  Mai nt enance and Ser vi ce of  Aut omobi l e  
  a.  Al l  aut omobi l es shal l  be ser vi ced at  St at e 

Depar t ment  of  Tr anspor t at i on shops.  Thi s shal l  
i ncl ude gasol i ne,  oi l ,  l ubr i cat i on,  and washi ng.  

  b.  Al l  mai nt enance and r epai r  wor k shal l  be per f or med 
at  St at e Depar t ment  of  Tr anspor t at i on Shops.  Thi s 
shal l  i ncl ude mi nor  and maj or  r epai r s.  

  c.  Al l  vehi c l es shoul d be kept  i n t hei r  or i gi nal  
wor ki ng condi t i on as much as possi bl e i n or der  t o 
pr event  pr emat ur e f ai l ur e and per sonal  i nj ur y.  I f  
a pr obl em exi st s t hat  you ar e awar e of ,  do not  
negl ect  t o get  i t  f i xed.  

  d.    Ar r angement s shoul d be made t o l ook i nt o t he 
f easi bi l i t y  of  obt ai ni ng a ‘ l oaner ’  vehi c l e i f  
your  st at e car  wi l l  be out  of  ser vi ce f or  an 
ext ended per i od of  t i me.   

e.  I n case of  emer gency,  when i t  i s  i mpr act i cal  t o 
r each a St at e Shop,  “ Voyager ”  commer ci al  f uel  
car ds,  whi ch have been suppl i ed may be used.  

1. The cards are for use with Pool              Vehicles only and are 
vehicle specific. 

2.  The i nput  of  a pi n number  ( t he l ast  5 
di gi t s of  t he pool  car  number ) i s r equi r ed 
t o obt ai n f uel .  I n some cases,  t he 
odomet er  r eadi ng may al so be r equi r ed.  

3.  Not i f y your  Regi onal  Manager  i mmedi at el y 
i f  t he car d i s l ost  or  st ol en.  

 
  
 
C.  Mont hl y Mi l eage Repor t s 
   a.  Al l  oper at or s of  St at e owned aut omobi l es ar e 

r equi r ed t o submi t  a mi l eage r epor t  on f or ms 
f ur ni shed f or  t hi s pur pose t o t he Depar t ment .  Per  
FOM I - 06,  t hi s r epor t  shoul d be submi t t ed di r ect l y 
t o t he Ri chmond Of f i ce at  t he end of  each mont h 
( must  be i n Ri chmond by t he 5t h day of  t he 
f ol l owi ng mont h) .  Al l  bi l l s  and st at ement s 
r el at i ve t o pur chases must  be at t ached t o t he 
r epor t .  
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b.  I nst r uct i ons f or  compl et i ng mi l eage r epor t s ar e 
st at ed on t he f or m.  A r ef er ence copy i s pr ovi ded 
f or  you.  

 
 D.  Acci dent s 
   a.  When an acci dent  occur s,  t he dr i ver  of  a St at e 

owned aut omobi l e must  f i l e a compl et e and compr e-
hensi ve r epor t  whi ch wi l l  be r evi ewed by t he 
Saf et y Commi t t ee set  up by t he Gover nor  of  
Vi r gi ni a.  I f  t hi s Commi t t ee deci des t hat  t he 
acci dent  r esul t ed f r om speedi ng,  car el ess or  
r eckl ess dr i v i ng,  or  any ot her  f aul t  of  t he 
dr i ver ,  t hen t he Depar t ment  wi l l  be hel d l i abl e 
f or  r epai r s and ot her  damages,  and t he dr i ver  wi l l  
be subj ect  t o penal t y.  

   b.  When an acci dent  occur s,  t he oper at or  of  a St at e 
vehi c l e shal l  pr ompt l y not i f y a St at e t r ooper  and 
r equest  t hei r  cooper at i on i n i nvest i gat i ng and 
maki ng a r epor t  on t he cause of  t he acci dent .  
St at e pol i ce can be r eached at  t he f ol l owi ng #’ s 

    1.   Cel l ul ar :  #77 
    2.   24 hr .  r esponse:  804- 674- 2000   

c.   Thi s of f i ce shal l  be not i f i ed pr ompt l y when an 
acci dent  occur s and t he oper at or  shoul d cont act  
t he i nsur ance car r i er  i mmedi at el y ( Cr awf or d and 
Company at  1- 866- 219- 6120) .   Al l  necessar y 
i nsur ance f or ms ar e t o be f i l l ed out  and mai l ed t o 
t he of f i ce i mmedi at el y .  

   d.   Each oper at or  of  a St at e vehi c l e shoul d t hor oughl y 
acquai nt  hi msel f  wi t h i nst r uct i ons per t ai ni ng t o 
t he oper at i on of  such vehi c l es and t he pr ocedur e 
f or  r epor t i ng acci dent s.  These i nst r uct i ons ar e 
pl aced i n each vehi c l e as wel l  as f or ms f or  
r epor t i ng acci dent s.     

 E.  Saf et y 
   a.  Safety first - it pays! Make it a point to drive carefully and observe all traffic 
laws including the wearing of seat belts. 

b.  Vehi c l es ar e t o be kept  l ocked at  al l  t i mes.  
  

  
F.  Appear ance of  St at e Owned Aut omobi l e  
   a.  I t  i s  essent i al  t hat  we exer ci se pr oper  car e t o 

keep t he aut omobi l e we oper at e c l ean and neat  at  
al l  t i mes.   

   b.  A c l ean aut omobi l e r ef l ect s good j udgement  and 
adds t o t he conf i dence ot her  peopl e have i n us.  We 
r eal i ze t hat  at  t i mes weat her  condi t i ons make i t  
qui t e i mpossi bl e t o keep your  car  c l ean,  but  t her e 
i s need f or  r eal i zat i on of  t he i mpor t ance of  t hi s 
mat t er .  

 
I ssued new Febr uar y 9,  2001 
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FI ELD OPERATI ONS MANUAL 
 

PROCEDURE I - 20 
NEW 

 
Empl oyee Conduct  
 
 
Fi el d per sonnel  ar e t he f i r st  l i ne of  publ i c cont act  ( and i n most  
cases t he onl y cont act )  f or  t he Depar t ment .   Your  act i ons wi l l  be t he 
basi s f r om whi ch t hey j udge t he Food Saf et y Pr ogr am.   The publ i c,  as 
wel l  as t hi s Depar t ment ,  expect  and deser ve exempl ar y behavi or  and 
conduct .   Be cogni zant  t hat  t he publ i c,  as wel l  as t he r egul at ed 
i ndust r y,  ar e qui ck t o poi nt  out  def i c i enci es i n our  per f or mance.   
 
I nt egr i t y 
 
You ar e ent r ust ed wi t h equi pment  and f i el d dut i es under  mi ni mal  
super vi s i on.   You have an i nher ent  r esponsi bi l i t y  t o pr ot ect  and 
conser ve al l  gover nment  pr oper t y i ncl udi ng equi pment  and suppl i es.   
Empl oyees may not  use or  per mi t  ot her s t o use of f i c i al  i nf or mat i on not  
avai l abl e t o gener al  publ i c f or  per sonal  gai n or  t o advance a pr i vat e 
i nt er est .   You ar e expect ed t o conduct  your sel f  i n a pr of essi onal  
manner  so t hat  t he wor k of  t he Food Saf et y Pr ogr am i s ef f ect i vel y 
accompl i shed.   Your  j ob i s t o gat her  and pr esent  t he f act s.   Accur at e 
and obj ect i ve obser vat i ons ar e mandat or y.    
 
At t i t ude 
 
You must  be di gni f i ed,  t act f ul ,  cour t eous and di pl omat i c.   At  no t i me 
wi l l  you di spl ay st r ong- ar m t act i cs,  an ai r  of  super i or i t y ,  or  an 
over - bear i ng nat ur e.   Demeani ng comment s and/ or  i nt i mi dat i on t act i cs 
t owar d a f i r m or  t hei r  empl oyees wi l l  not  be t ol er at ed or  def ended.  
 
Et hi cs 
 
Empl oyees shal l  not ,  di r ect l y or  i ndi r ect l y,  sol i c i t  or  accept  a gi f t .  
 Gener al l y  speaki ng,  an empl oyee shal l  avoi d any act i on t hat  mi ght  
r esul t  i n or  cr eat e t he appear ance of :  
1.  hol di ng a conf l i c t i ng f i nanci al  i nt er est  
2.  l oss of  i mpar t i al i t y  i n per f or mi ng of f i c i al  dut i es 
3.  usi ng publ i c of f i ce f or  pr i vat e gai n 
 
I f  an empl oyee vi ol at es t hi s pol i cy,  he or  she may be subj ect  t o 
di sci pl i nar y act i on under  t he St andar ds of  Conduct  and Per f or mance,  up 
t o and i ncl udi ng t er mi nat i on.  
 
I ssued New August  16,  2001 



39 

FI ELD OPERATI ONS MANUAL 
 

Pr ocedur e I - 21 
New 

 

Cont act s wi t h t he medi a 
 
Over  t he year s,  t he i nspect i onal  and i nvest i gat i onal  act i v i t i es 
of  t he Food Saf et y Pr ogr am have r ecei ved cover age i n t he 
el ect r oni c and pr i nt  medi a.   On occasi on,  you may be appr oached 
by t he medi a t o comment  or  pr ovi de i nf or mat i on r egar di ng your  
i nspect i onal  act i v i t i es.   I f  medi a r epr esent at i ves cont act  you,  
be cour t eous and hel pf ul ,  but  r ef er  al l  r equest s t o your  Regi onal  
Manager .   You may be per mi t t ed t o appear  on camer a or  be 
i nt er vi ewed,  but  aut hor i zat i on must  be gai ned i n advance.   Do not  
sol i c i t  medi a i nt er vi ews or  on- camer a appear ances unl ess you ar e 
aut hor i zed.  
 
Ther e may be occasi ons when management  of  a f i r m you ar e 
i nspect i ng i nvi t es r epr esent at i ves f r om t he news medi a t o obser ve 
t he i nspect i onal  pr ocess.   When t hi s occur s,  you ar e t o cont act  
your  Regi onal  Manager  as soon as possi bl e and make t hem awar e of  
t he s i t uat i on.   I n most  cases,  t he pr esence of  out s i de 
r epr esent at i ves shoul d not  di sr upt  t he i nspect i onal  pr ocess.   You 
shoul d cont i nue t o conduct  t he i nspect i on i n a r easonabl e 
f ashi on.   The pr esence of  t hese i ndi v i dual s shoul d have no i mpact  
on t he manner  i n whi ch t he i nspect i on pr ogr esses wi t h t he 
except i on t hat  you wi l l  need t o t ake pr ecaut i ons t o pr eser ve t he 
conf i dent i al i t y  of  any i nf or mat i on you may have obt ai ned.    
 
I n summar y,  whenever  t he medi a appr oaches you,  be cour t eous and 
hel pf ul  but  t act f ul l y  decl i ne any r equest  t o be i nt er vi ewed or  
f i l med and r ef er  t hem t o your  Regi onal  Manager .  
 
 
 
 
 
I ssued New August  16,  2001 
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FI ELD OPERATI ONS MANUAL 
 

Pr ocedur e I - 22 
NEW 

 
 
Cust omer  Ser vi ces 
 
VDACS i s commi t t ed t o pr ovi di ng qual i t y pr of essi onal  ser vi ces t o 
our  cust omer s i n a t i mel y manner .   Gover nment  exi st s t o pr ovi de 
ser vi ces t o c i t i zens and our  success i s measur ed by t he qual i t y 
and quant i t y of  ser vi ces pr ovi ded.  
 
I n your  posi t i on as a Food Saf et y Speci al i st ,  t he St at e has 
pr ovi ded you wi t h a pager .   I n an ef f or t  t o pr omot e qual i t y 
cust omer  ser vi ces i n a t i mel y manner ,  t he of f i ce wi l l  pr ovi de 
your  pager  number  t o appr opr i at e par t i es when necessar y.    
 
I t  i s  i mpor t ant  t o under st and t hat  cont act i ng c l i ent s i s a shar ed 
r esponsi bi l i t y  t hat  does not  r est  t ot al l y wi t h t he c l er i cal  
st af f .    Al t hough cal l s wi l l  not  be r out i nel y passed di r ect l y t o 
t he I nspect or ,  i n many cases,  di r ect  cont act  bet ween t he 
I nspect or  and cl i ent  i s  t he most  pr udent  appr oach t o r esol v i ng an 
i ssue.  
 
Fi nal l y,  t he posi t i on of  Food Saf et y Speci al i st  r equi r es you t o 
be avai l abl e when necessar y t o r espond t o emer gency si t uat i ons.   
Ther ef or e,  you ar e t o car r y your  pager  on f l ex days and weekends 
( days and eveni ngs)  i n or der  t o f aci l i t at e a r api d r esponse t o 
any di sast er  and/ or  emer gency si t uat i on t hat  may occur .   However ,  
you ar e not  r equi r ed t o st ay i n your  t er r i t or y on t hose days and 
i t  wi l l  not  be necessar y t o car r y your  pager  when out si de your  
t er r i t or y,  whi l e on annual  l eave or  when at  home wher e you can be 
r eached by t el ephone.  
 
NOTE:  All pages will be answered, regardless of whether the number is known (ie: a number 
other than the office), according to established timeframes (ie: FOM I-05).   
 
 
 
I ssued new Mar ch 8,  2002 
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FIELD OPERATIONS MANUAL 
 

Procedure I-23 
New 

 
VDACS-FOOD SAFETY PROGRAM 

TRAINING MANUAL 
 
 
 

I nt r oduct i on 
The primary purpose of this Training Manual is to promote uniformity in the training of new 
hires. This manual describes conditions and practices that should be addressed in developing an 
effective and meaningful training experience. The criteria in this training manual are based on 
the requirements of the Virginia Food Laws and related regulations. While this manual should be 
used as a guide in deciding what areas to stress and/or de-emphasize during training it is not to 
say you can not deviate from it to expose a trainee to unusual situations that will warrant their 
attention. 
 
The training program and this manual are designed to prepare new hires to effectively apply the 
appropriate laws and regulations in the performance of their duties.  This training will emphasize 
that the Food Safety Specialist (FSS) is not just an inspector who identifies, and reports food 
safety violations, but a SPECIALIST who can base decisions not only on what is in the “book” , 
but also on sound scientific food safety principles.  Additionally, they will develop the ability to 
offer constructive corrective recommendations, based on the aforementioned, to the 
establishments under our jurisdiction.  Every effort will be made to insure that the new 
individual is exposed to the widest range of activities and scope of our responsibilities.  With the 
skills obtained through this training, the new employee will be a credit to himself or herself and 
the Department and who can take deserved pride for a job well accomplished.  
 

Goals of the Training Program 
1. To develop the ability to interpret and apply applicable laws and regulations in diverse 

situations. 
2. To develop the ability to make autonomous decisions and to take appropriate actions in 

diverse circumstances and environments. 
3. To develop the ability to effectively communicate, both orally and written. 
4. To develop the ability to provide quality customer service. 
5. To develop the ability to use computerized equipment and applications. 
6. To develop a thorough knowledge of the Virginia Food Laws and related laws/regulations. 
7. To develop a thorough knowledge of Food Law inspectional and enforcement procedures. 
8. To develop a thorough knowledge of food safety practices and principals. 
9. To develop a thorough knowledge of food processing theory and practice. 
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Tr ai ni ng Pr ogr am Over vi ew 
 

Our training program is built around a three to four month on-the-job training period. During this 
time, the new employee will work with various Food Safety Specialists and managers throughout 
the state on a weekly basis. Monthly training schedules will be set up and supplied to all parties 
involved in advance so that all necessary arrangements (meeting time and place, hotel 
accommodations, etc.) can be made. 
 
Initially, the new employee will spend one or two days in the Richmond office for indoctrination 
purposes and procuring his/her needed supplies.  The rest of the week will be spent working with 
the Training Coordinator familiarizing themselves with the Virginia Food Laws (VFL) and 
related regulations enforced by the Food Safety Program.  Additionally, time will be spent going 
over pertinent Department and Agency Policies and Procedures, as well as various forms of 
paperwork.   The following week the new employee will begin their field training with an 
experienced Food Safety Specialist.  During this time, the trainers will be explaining the various 
operations, the conditions observed and how these conditions relate to the Virginia Food Laws 
and/or regulations.  
 
As the new employee becomes familiar with these activities, they will begin to handle portions 
of the inspection and paperwork on their own under the supervision of the Food Safety 
Specialist. At this time the new employee begins to move into the “second stage”  of their 
training.  During this period, the new employee will be working along side and comparing notes 
with the Food Safety Specialist concerning the observed objectionable conditions. The new 
employee should also be composing the majority of the paperwork at this stage with some 
assistance from the Food Safety Specialist. This should be a time for the “pieces of the puzzle”  
to begin really falling into place as far as inspection, paperwork and how conditions relate to the 
Virginia Food Laws.   
 
During the “ final stage”  of training, the new employee will be handling all aspects of the 
inspection, including discussions with management, with little or no assistance from the Food 
Safety Specialist. The Food Safety Specialist, however, will be observing the actions, techniques 
and knowledge developed by the new employee in order to determine when they will be ready to 
be released from training and able to assume her/his own territory.  Also during this period, 
arrangements will be made for the trainee to “ tour”  Consolidated Labs.  This will be an 
opportunity to get a “behind the scenes”  look at what goes on in the analysis of a food sample as 
well as meeting some of the chemists involved in the work. 
 
Finally, every effort will be made to have the trainee work in their new territory during the last 
week of training.  This will allow a chance for them to become somewhat familiar with their 
territory before officially taking over inspectional responsibility.    
 
Once training is completed, the newly trained Food Safety Specialist will, by no means be a 
“polished professional”  but should be able to adequately carry out the duties of a Food Safety 
Specialist. The fine points of the job can be learned only by gaining experience while working 
alone and the experience can only come with time and patience. 
Field Training Overview  

 
All trainers should emphasize quality rather than quantity during the workweek.  This should not 
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be a rushed week.  There should be ample time allowed in each processing area and part of the 
inspection for questions and discussion.  Take the time to explain and see that they understand 
what they see and what or why something is being done. In order to expose the trainee to all 
aspects of a firm’s operation, comprehensive firm inspections should be performed vs. the risk 
based approach. 
 
 The main focus during firm inspections will be to identify potential food safety issues that may 
arise and the measures needed to prevent and control those hazards.  We want to stress those risk 
factors that could contribute to a foodborne illness.  Those risk factors include: improper holding 
temperature, inadequate cooking, contaminated equipment, unsafe food sources and poor 
personal hygiene.   
 
I I ._________FOODBORNE ILLNESS RISK FACTORS 
 
Following are the conditions to review relative to a particular risk factor.  Items found out of 
compliance should be documented on the Inspection Report. 
      
1.  Improper  Hold  
      a.  Proper Cooling Procedures 

1. Potentially hazardous foods (PHF) cooled from 140 to 70F within 2 hrs and from 70 to      
 45F or less within 4 hrs. 

      b.  Cold Holding 
          1.  PHF maintained at 45F or less except during preparation, cooking, cooling or 
when time used as a public health control 
          2.  thermometers, used and calibrated (thermometers should read 32 degrees F in 
an ice slurry bath) 

      c.  Hot Holding 
          1.  PHF maintained at 140F or above except during preparation, cooking, cooling 
or when time used a public health control 
          2.  thermometers, used and calibrated 
      d.  Ambient Holding of PHF 

1. Food is cooked and served within 4 hrs.  (Food discarded after 4 hrs.) 
2. If a firm wants to use time/temperature as a control they must submit a written HACCP 

plan to the Regional Office. 
      e.  Proper Thawing Procedures 
          1.  Refrigerator 
          2.  Cold Running Water 
          3.  Microwave 

 
2.   Inadequate Cooking 
      a.  Proper Cooking Temperature 
           1. thermometers-used and calibrated   
      b.  Reheating 
           1.  rapid reheating to 165 degrees F. 
       
3.   Contaminated Equipment 
       a.  Cross contamination 
            1.  separation of raw animal foods from ready-to-eat (RTE) foods 
                 during processing and storage. 
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       b.  Food contact surfaces 
       c.  Equipment sink  
            1.  proper sanitizing procedures 
            2.  proper sanitizing concentrations 
 
4.   Unsafe Food Sources 
      a.  All foods from inspected facilities 
      b.  Potable water supply  
           1. private supply (well)-up to date water sample 
      b.  Receiving 
           1.  proper temperature 
           2.  free from contamination 
           3.  properly labeled 
 
5.  Poor  Personal Hygiene 
      a. Handwashing 
      b. Good Hygenic Practices 
          1.  eating, drinking and smoking issues 
          2.  employees with signs of illness (sneezing, coughing, runny nose,…) 
      c. Handwash Facilities 
          1.  conveniently located and accessible for use 
          2.  properly plumbed with hot and cold running water 

3. properly supplied with soap and towels (or hand dryer) 
d. Restrooms 

1. functional toilet 
2. toilet tissue available 
3. properly plumbed handsink in or immediately adjacent to restroom 
 

6.  Other  
      a.  Unapproved food or color additives 
      b.  Poisonous or toxic materials 
           1.  properly identified, stored and used 
      c.   Pest Control 
           1.  inside/outside premises 
           2.  storage areas 
           3.  control program in place 
           4.  entrances/doors 
      d.  Product disposition 
           1.  infant formula 
           2.  compromised food products 
           3.  data entry sheet   
 

I I I .            Pre-Inspection protocol 
 
1. Be on time when meeting the trainee. Show respect for trainee.  Emphasize to the trainee the 

need to be on time and properly attired.   
2. Have a clean and organized vehicle. 
3. Have a schedule/plan for the day’s activities. 
4. Review previous reports in preparation for the inspection. 
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5. Have all necessary equipment/supplies available to conduct the inspection. 
a. computer/printer 
b. forms/paper 
c. thermometer (calibrated) 
d. alcohol swabs 
e. flashlight 
f. sanitizer test strips 
g. sampling equipment (ie: poly bags and seals) 
h. coolers/ice-paks  
i. digital camera 
j. pager 
k. blacklight 
l. FOM manual 
m. CFR (Code of Federal Regulations) 

6. Proper attire.  Clean smocks and hair restraints will be worn in processing environments.  
(See FOM I-12 Dress Code). 

 
IV.                Retail Inspection Protocol 
 
1. Introductions made to the most responsible person at the firm.  Show credentials whenever  

the situation allows. 
2. Processing departments. As mentioned previously, the main focus of the inspection will be to 

address those risk factors that are known to contribute to foodborne illness (see section II-
Foodborne Illness Risk Factors).   
a. Equipment sanitation.  Time should be spent showing trainee how to break down 

equipment or asking a store employee to take apart. 
3. Retail sales area. 

a. Rodent and/or insect activity 
1. perimeter of stockroom (and coolers) for rodent activity 
2. grain products (corn meal, dried beans,…) for insect infestation (weevils, insect 

frass/webbing, drill holes..) 
3. produce area for insects (fruit flies, roaches,…) 
4. pet food area for insects and rodent activity 

b. Refrigerated display cases 
1. proper temperature 
2. temperature abused products 
3. load limit abuses 

c. Canned food items 
1. swollen cans 
2. leakers 
3. flippers 

d. Egg inspection.  Adherence to FOM III-14. 
1. temperature check 
2. visual examination for checked and loss eggs 

4. Labeling issues. 
5. Floors/walls/ceiling issues should be de-emphasized unless severe (ie: roof leaks, flaking 

paint over processing equipment,…). 
 

V.__________Processor  Inspection Protocol 
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As previously stated, the main focus of the inspection will be to address those risk factors that 
are known to contribute to foodborne illness (see section II-Foodborne Illness Risk Factors).   
 
1. Introductions made to the most responsible person at the firm.  Show credentials whenever 

the situation allows. 
2. Follow the process flow.  Start at the beginning (raw materials) and follow the process 

through to the end product. 
3. Be knowledgeable of and follow the applicable CFR.  Remember that the retail regulations 

are not relevant to manufacturers. 
4. FDA paperwork. When time permits, preferably at least once during the week, complete 

“mock”  contract paperwork (coversheet, GMP checksheet, NLEA) if you are unable to 
perform an actual contract inspection. It is desirable that “mock”  contract paperwork be 
performed for food processors not warehouses.  Expose the trainee to all aspects of the FDA 
paperwork, including the use of the Product Code Builder.  

5. NLEA/labeling issues should be discussed.   
a. NLEA-size/volume exemptions, health claims,… 
b. Need to list sub-components of ingredients. 
c. Net weight issues referred to Weights and Measures Office 

 
VI.__________Training  Specifics 

 

Field Operations Manual 
1. Trainers need to review FOMs on a daily basis. In order to ensure that all FOM’s are 

covered, the trainee will choose the FOM’s for discussion. 
2. Every effort should be made to explain any FOM used during a particular inspection.   
3. Temperature and Plumbing FOMs should be heavily emphasized.  
  

Laws and Regulations 
1. The VFL and related regulations will be reviewed from the onset of training.  Trainers need 

to take the time to ensure that the trainee is knowledgeable and can apply the 
laws/regulations appropriately.   

2. Trainees should be “quizzed”  on their ability to apply the laws and regulations.  For example: 
  
he/she should be asked to show application of the particular law and/or regulation to the 
objectionable conditions observed during an inspection.   

Equipment review 
Train with as much different equipment as possible.  Please provide training experiences with 
equipment such as the blacklight whenever possible.   
   
Digital cameras—Have the trainee take and mount any pictures taken or just do a set of ‘sample 
pictures’  weekly so that they develop a comfort level with the camera. 
 
The t r ai ni ng coor di nat or  wi l l  det er mi ne when “ sampl e pi ct ur es”  
shoul d be t aken.   I f  asked t o pr ovi de sai d t r ai ni ng,  go t hr ough t he 
ent i r e pr ocess f r om t aki ng t he pi ct ur es t o t r ansf er r i ng t he 
f i ni shed document  on t o t he z i p di sk.  
 



47 

Paperwork 
1. Correct grammar and sentence composition.  You have spell check on the computer, it needs 

to be used. 
2. Prioritizing violations. 
3. Explain the importance of the violations 
4. Assist trainee in determining what conditions are ‘objectionable but not actionable’  
5. Grading the inspection.  What is NAI/VAI/OAI and why.  Explain appropriate follow-up 

dates. 
6. Wording observations using the general format of ‘how many, what, where’ .  Some 

flexibility in the wording of observations is to be expected and is acceptable. 
7. Establishment Profile Form.  Stress “ risk assessment”  and the related  “ inspection 

frequency” . 
8. Adherence to FOM I-06 regarding submittal of paperwork (at least 2X per week). 
 

Communication 
1. Demonstrate effective communication skills 

a.  Provide courteous customer service 
b. Provide prompt/timely responses to client requests 
c. Professional rapport with management 
d. Follow directions 
e. Accept constructive criticism 

2. Ask open-ended questions vs. leading questions during inspections   
a. What concentration is your sanitizer?  Vs.  Your sanitizer strength is 200ppm isn’ t it? 

3. Discuss inspection report with management (don’ t just hand it to them). 
4. Encourage questions/discussions with trainee. 
5. If the trainee makes mistakes - provide immediate feedback - give the trainee a chance to 

correct the mistake during the week. 
6.  Adher ence t o FOM I - 05 ( pager  r esponse t i mes)  
7. At the beginning of the week, have the trainee discuss their perceived strengths and 

weaknesses and what they would like to work on during that week. 

Sampling 
1. Follow the requirements of VFL and procedures in the FOM Manual 

a. Samples sealed and/or identified in the presence of firm management. 
b. Shipped within appropriate time frames.  Ship within 24-48 hours. 
c. Commissioner’s Reserve sample taken when appropriate (ie: regulatory action probable). 
d. Sample size requirements. 
e. Discuss pesticide residue sampling program (schedule I, II and III) 
f. Explain the sample collection report form, including: 

1. Use of the laboratory analysis catalog. 
2. The significance of the “priority code” .  
3. The meaning of collecting samples in “1, 2 or 3 parts” . 

 

Complaints 
1. Discuss timeframes involved in working a complaint. 
2. When it is appropriate to collect samples. 
3. Official samples vs. service samples. 
4. Thoroughness of investigation and written summary 
5. Review and discuss complaint related FOMs 
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6. The need to inform supervisor when a confirmed foodborne illness. 
7. Review tampering protocol (ie: FOM I-02) 
 

Disasters 
Obviously we can’ t “plan”  for this type of situation during training but we can do several things 
to address this issue.  If a disaster or emergency situation should arise in an adjacent territory 
then you should notify the Training Coordinator about shifting the trainee to that area.  
Otherwise, take the time to review/discuss previous disasters you were involved with.  Insights 
into dealing with insurance adjusters, law enforcement, landfill operators,...would be beneficial. 
 
Compl i ance Pr ocess 
1. Review applicable FOMs (ie: I-00, I-18) 
2. Documentation 

a. when to sample 
b. when to take photographs 
 

Evaluation 
1. Don’ t wait until the last minute in deciding what to discuss in the trainee’s evaluation.   
2. Make notes all through the week so nothing is forgotten.   
3. Discuss all faults or areas needing improvement.  If the trainee makes mistakes - provide 

                  immediate feedback - give the trainee a chance to correct the mistake during the 
week. 

4. Use diplomacy…don’ t be demeaning.  Do not criticize the trainee in front of 
management. 

5. Allow ample time for discussion and review of the evaluation.  Encouragement or praise 
if     doing a good job. 

6.   Utilize the FSS Progress Review form for evaluation purposes  (see attached).  The 
evaluation is to be completed on the last day of the work week.  E-mail the completed 
evaluation to the training coordinator(s) as well as the trainee’s Regional Manager. 

8. If you have serious concerns about the trainee’s ability, call the training coordinator directly. 
 
 
Attachment:  FSS Progress Review form 
 
Issued New March 8, 2002  
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I I - 01 
For mer l y 022 

 
CONSUMER COMPLAI NT I NVESTI GATI ONS 
 
The i nvest i gat i on of  consumer  compl ai nt s ar e a ver y i mpor t ant  
aspect  of  a Food Saf et y Speci al i st =s dut i es.   Al l  compl ai nt s must  be 
t hr oughl y i nvest i gat ed,  r egar dl ess of  i t s  nat ur e.   Of t en t i mes i t  
i s  t he consumer  t hat  wi l l  i dent i f y a pr obl em,  per cei ved or  
ot her wi se,  i n an est abl i shment  or  pr oduct .   
 
When a compl ai nant  al l eges:  
 

1.  poor  f ood qual i t y,  or  
 
2.  poor  sani t ar y condi t i ons,  or  
 
3.  poor  f ood handl i ng condi t i ons,  or  
 

4. injury or illness from or unusual experience with a                     food product without 
substantial medical evidence    

 
The compl ai nt  wi l l  be i nvest i gat ed wi t hi n t en ( 10)  wor ki ng days 
f r om t he dat e t he compl ai nt  was r ecei ved by t he of f i ce.  

 
Under  unusual  c i r cumst ances your  r egi onal  manager  or  t hei r  
desi gnat ed r epr esent at i ve wi l l  assi gn a compl ai nt  whi ch wi l l  
r equi r e i mmedi at e i nvest i gat i on,  e. g.  conf i r med and document ed f ood 
bor ne i l l nesses or  i nj ur y,  or  a r epor t ed suspect ed t amper i ng ( FOM 
I - 02 appl i es) .  

 
Agency Responsi bi l i t i es:  
 

Al t hough anot her  agency may have r egul at or y cogni zance f or  a 
par t i cul ar  f ood pr oduct ,  we ar e r equi r ed t o det er mi ne i f  t he 
est abl i shment  i s or  i s not  r esponsi bl e f or  t he subj ect  compl ai nt .  
The f ol l owi ng gener al  gui del i nes ar e pr ovi ded:  

 
Mi l k:  I f  t he compl ai nt  r el at es t o condi t i ons at  t he r et ai l  f i r m 
( spoi l ed,  war m,  i mpr oper  r ot at i on,  et c)  we wi l l  i nvest i gat e.  I f  t he 
compl ai nt  does not  r el at e t o t he condi t i ons at  t he r et ai l  f i r m 
( chemi cal  t ast e,  f or ei gn mat t er ,  et c. )  We r ef er  t he compl ai nt  t o 
t he Heal t h Depar t ment  Mi l k Sani t at i on Pr ogr am i n Ri chmond.  

 
I ce Cr eam:  I f  t he compl ai nt  r el at es t o condi t i ons at  t he r et ai l  
f i r m we i nvest i gat e.   I f  t he compl ai nt  does not  r el at e t o 
condi t i ons at  t he r et ai l  f i r m,  we r ef er  i t  t o VDACS Dai r y Ser vi ces.  

 
Meat  pr oduct :  I f  t he compl ai nt  concer ns a st or e- packaged pr oduct  or  
i s r el at ed t o st or e pr act i ces,  we i nvest i gat e.  I f  t he pr oduct  i s 
pr e packaged,  and i s f r om a USDA i nspect ed f i r m,  we r ef er  i t  t o t he 
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USDA Compl i ance Of f i cer  i n Ri chmond.  However ,  we may col l ect  
appr opr i at e sampl es at  t he r et ai l  f i r m,  and f or war d t he r esul t s t o 
USDA t o ai d t hei r  i nvest i gat i on.  

 
Food pr oduct s under  t he cogni zance of  t he Food & Dr ug 
Admi ni st r at i on ( FDA) :  I f  t he compl ai nt  concer ns a pr epackaged 
pr oduct  manuf act ur ed or  pr ocessed out si de of  Vi r gi ni a,  t he mat t er  
may be r ef er r ed t o t he FDA f or  f ol l ow up.  

 
When anot her  agency i s f ound t o be r esponsi bl e f or  t he compl ai nt ,  
you wi l l  not e i n your  compl ai nt  i nvest i gat i on summar y and make sur e 
i t  i s hi ghl i ght ed so t he of f i ce st af f  knows t o r ef er  t he compl ai nt .  

 
Compl ai nt  I nvest i gat i on:  

 
ALL COMPLAI NTS WI LL BE I NVESTI GATED!  The who,  what ,  when,  wher e,  
why and how wi l l  be consi der ed.   The scope of  t he i nvest i gat i on 
must  be compl et e enough t o det er mi ne t he scope and ext ent  of  t he 
adver se condi t i ons.  A Al i mi t ed@ i nspect i on of  t he r esponsi bl e ar ea 
may be r equi r ed t o det er mi ne a cause.   Det er mi ne i f  any 
obj ect i onabl e condi t i ons may have cont r i but ed t o t he compl ai nt ,  e. g 
di r t y equi pment ,  per sonal  hygi ene,  t emper at ur e abuse,  et c.  Al ways 
col l ect  a sampl e i f  i t  per t ai ns t o t he compl ai nt  and suppor t s your  
f i ndi ngs.  FOM I - 02,  Tamper i ng I nvest i gat i ons,  and FOM I I I - 05,  
Ret ai l  st or e i nspect i on cr i t er i a may appl y.  I nvest i gat i on at  t he 
manuf act ur i ng l evel  r equi r es t he same at t ent i on t o det ai l .   You 
wi l l  al ways det er mi ne f r om management  i f  t hey ar e of  awar e of  t he 
speci f i c  or  s i mi l ar  compl ai nt s.  

 
 
 

Revi sed November  17,  1999 
`  
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I I - 02 
For mer l y 012 

 
SERVI CE SAMPLES ( UNOFFI CI AL SAMPLES)  
 
An i ncr ease i n publ i c awar eness concer ni ng f ood saf et y has r esul t ed 
i n a r i si ng number  of  r equest s f r om consumer s t o have t hei r  suspect  
pr oduct s t est ed.  
 
Per sons r equest i ng ser vi ce sampl e ( unof f i c i al  sampl e)  anal yses 
shoul d be handl ed as f ol l ows:  
 
1)  Li st en t o t he pr obl em t hey have encount er ed wi t h t he pr oduct  

and det er mi ne i f  we need t o handl e t he i nf or mat i on as a 
consumer  compl ai nt .  

 
2)  I n some i nst ances meet i ng wi t h t he consumer  at  t he f i r m,  t o 

exami ne t he pr oduct  i n quest i on,  may be appr opr i at e.   The 
i nspect or  and/ or  super vi sor  shoul d f i r st  det er mi ne i f  such a 
meet i ng i s necessar y,  and t hen deci de i f  t he ser vi ce sampl e 
shoul d be col l ect ed.   The compl ai nant  must  be advi sed t hat  no 
r egul at or y act i on can or  wi l l  be t aken based on t he r esul t s of  
a ser vi ce sampl e;  t he r esul t s ar e f or  i nf or mat i onal  pur poses 
onl y.   

 
 
3)   When you col l ect  a ser vi ce sampl e you must  f ol l ow t he st eps on 

t he at t ached page ent i t l ed “ Pr epar at i on of  Ser vi ce Sampl es 
Col l ect i on For m” .  

 
I f  ot her  st at e or  l ocal  of f i ci al s t ake cust ody of  a ser vi ce sampl e,  
you shoul d handl e t hat  per son i n t he same manner  as out l i ned above.  
 You shoul d al so advi se t hese of f i ci al s t hat  i t  i s not  our  st andar d 
pol i cy t o col l ect  unof f i c i al  sampl es.  
 
YOU SHOULD NOT TAKE CUSTODY OF A SERVI CE SAMPLE,  UNLESS I T HAS BEEN 
DETERMI NED THAT I T WI LL PROVI DE USEFUL I NFORMATI ON I N YOUR 
I NVESTI GATI ON OF THE MATTER AS A CONSUMER COMPLAI NT.  
 
 
 

Revised July 1999 
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 FI ELD OPERATI ONS MANUAL 
 

 Pr ocedur e I I I - 01 
For mer l y 038 

 
VDACS AND FDA SEAFOOD HACCP PROGRAM 
 
Backgr ound 
 
The U. S.  Food and Dr ug Admi ni st r at i on ( FDA)  has f ul l y i mpl ement ed 
t he SEAFOOD HACCP Pr ogr am under  t he pr ovi s i ons of  t he Code of  
Feder al  Regul at i ons ( CFR)  Par t  123.   Under  t he t er ms of  t he 
cont r act  wi t h t he Vi r gi ni a Depar t ment  of  Agr i cul t ur e and Consumer  
Ser vi ces ( VDACS) ,  we have speci f i c r esponsi bi l i t i es t o addr ess FDA 
concer ns,  e. g.  t he devi at i ons i n t he est abl i shment =s seaf ood HACCP 
pl an.   Regul at or y ( enf or cement )  r esponsi bi l i t i es f or  t he SEAFOOD 
HACCP Pr ogr am ar e t hat  of  t he FDA.   Responsi bi l i t i es f or  Good 
Manuf act ur i ng Pr act i ces ( GMP)  under  t he cont r act  ar e t hat  of  VDACS 
and/ or  FDA.    
 
Some f i r ms may not  need a FDA r equi r ed HACCP pl an.   Regul at i ons 
r equi r e t he f i r m t o per f or m a hazar d anal ysi s,  but  do not  r equi r e 
i t  t o be i n wr i t i ng.   I f  no hazar ds have been i dent i f i ed,  no HACCP 
pl an i s needed.  
 
I nspect i on Pr ocedur e 
 
• Cur r ent l y,  est abl i shment s ( wi t hi n t he Commonweal t h of  Vi r gi ni a)  

t hat  pr ocess f i sh and/ or  f i sher y pr oduct s may be subj ect  t o 
Seaf ood HACCP i nspect i ons by VDACS Food Saf et y Speci al i st s.    

 
• Accor di ng t o t he Seaf ood HACCP r egul at i on,  t he t er m Apr ocessi ng@ 

i ncl udes t he f ol l owi ng t ypes of  oper at i ons:  handl i ng,  st or i ng,  
pr epar i ng,  headi ng,  evi scer at i ng,  shucki ng,  f r eezi ng,  changi ng 
i nt o di f f er ent  mar ket  f or ms,  manuf act ur i ng,  pr eser vi ng,  packi ng,  
l abel i ng,  docksi de unl oadi ng,  or  hol di ng.  

 
• The HACCP r egul at i ons do not  appl y t o:  ( a)  Har vest i ng or  

t r anspor t i ng f i sh or  f i sher y pr oduct s,  wi t hout  ot her wi se 
engagi ng i n pr ocessi ng ( b)  Pr act i ces such as headi ng,  
evi scer at i ng,  or  f r eezi ng i nt ended sol el y t o pr epar e a f i sh f or  
hol di ng on boar d a har vest  vessel  ( c)  The oper at i on of  a r et ai l  
st or e.  

 
• Addi t i onal l y,  f or  f i sh and f i sher y pr oduct s t hat  ar e subj ect  t o 

t he r equi r ement s of  t he l ow aci d canned f oods ( LACF)  r egul at i on 
21 CFR 113 or  t he aci di f i ed f oods r egul at i on 21 CFR 114,  t he 
HACCP pl an need not  l i st  t he f ood saf et y hazar d associ at ed wi t h 
t he f or mat i on of  t he Cl ost r i di um bot ul i num t oxi n i n t he 
f i ni shed,  her met i cal l y seal ed cont ai ner ,  nor  l i s t  t he cont r ol s 
t o pr event  t hat  f ood saf et y hazar d.   A HACCP pl an f or  such f i sh 
and f i sher y pr oduct s shal l  addr ess any ot her  f ood saf et y hazar ds 
t hat  ar e r easonabl y l i kel y t o occur .    
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• The i nspect i on wi l l  be di v i ded i nt o t wo ( 2)  par t s,  t he GMP 

i nspect i on and t he HACCP eval uat i on.   The cr i t er i a you use f or  
t he GMP i nspect i ons has not  changed.   Det ai l ed HACCP 
eval uat i ons of  seaf ood est abl i shment s wi l l  onl y be per f or med 
by VDACS Food Saf et y Speci al i st s when per f or mi ng cont r act ual  
i nspect i ons f or  t he USFDA.  
 

• Under  a cont r act  i nspect i on,  VDACS wi l l  conduct  a t r adi t i onal  
GMP i nspect i on and a compl et e eval uat i on of  t he f i r m=s HACCP 
pl an.     

 
• Under  an agr eement  i nspect i on,  VDACS wi l l  conduct  a 

t r adi t i onal  GMP i nspect i on and wi l l  onl y ver i f y t he pr esence 
or  absence of  t he f i r m=s HACCP pl an.     

 
Wr i t i ng t he I nspect i on Repor t  
 
For  a cont r act  i nspect i on:  
 
• On t he I nspect i on Repor t  beneat h ( i . e.  segr egat ed f r om)  t he 

r ecor ded GMP def i c i enci es t he HACCP pl an di scr epanci es shoul d 
be document ed.   The HACCP def i c i enci es wi l l  be l i s t ed under  
t he headi ng ATHE FOLLOWI NG DEFI CI ENCI ES WERE NOTED I N THE 
FI RM=S HACCP PLAN@ 

 
• For  f i r ms t hat  st at e a HACCP pl an i s not  r equi r ed,  

ver i f i cat i on by t he I nspect or  i s r equi r ed.   I f  t he I nspect or  
agr ees t hat  a HACCP pl an i s not  r equi r ed t hen t he st at ement  
AFi r m r epor t s t hat  a hazar d anal ysi s was made and no hazar ds 
wer e i dent i f i ed@ shoul d be put  on t he r epor t  ( segr egat ed f r om 
t he GMP def i c i enci es) .   I f  t he I nspect or  di sagr ees and f eel s 
t hat  a HACCP pl an i s needed,  i t  shoul d be document ed under  t he 
ADef i c i enci es Not ed@ headi ng.   

 
• I t  i s  accept abl e f or  t he f i r m t o make Aon t he spot @ cor r ect i ons 

t o t he HACCP pl an.   The HACCP devi at i ons st i l l  need t o be 
document ed,  but  not e t hat  t he cor r ect i on was made.   Cor r ect ed 
HACCP devi at i ons wi l l  not  be consi der ed when eval uat i ng t he 
f i r m f or  f ol l ow- up.  

 
• Onl y t he seaf ood pr oduct s pr ocessed or  handl ed by t he f i r m 

si nce December  18,  1997,  wi l l  be cover ed on t he HACCP pl an 
r evi ew.   I f  t he f i r m=s HACCP pl an i ncl udes a speci es of  seaf ood 
t hat  has yet  t o be handl ed or  pr ocessed by t he f i r m,  t hat  
por t i on of  t he pl an shoul d not  be consi der ed i n t he 
eval uat i on.  

 
For  an agr eement  i nspect i on:  
 
• On t he I nspect i on Repor t  beneat h ( i e:  segr egat ed f r om)  t he 

r ecor ded GMP def i c i enci es t he pr esence/ absence of  t he HACCP 
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pl an shoul d be document ed.   A s i mpl e st at ement  t hat  t he f i r m 
ei t her  does/ does not  have a HACCP pl an i s al l  t hat  i s  needed.  

 
• When encount er i ng a seaf ood est abl i shment  f or  whi ch no HACCP 

pl an i s r equi r ed pl ace t he f ol l owi ng st at ement  on your  
i nspect i on r epor t  ( segr egat ed f r om t he GMP vi ol at i ons) .   AFi r m 
r epor t s t hat  a hazar d anal ysi s was made and no hazar ds wer e 
i dent i f i ed@ 

 

• No addi t i onal  paper wor k i s r equi r ed,  onl y t he I nspect i on 
Repor t  and agr eement  cover sheet .  

 
 
Compl et i ng FDA cont r act  paper wor k 

 
• For  each HACCP i nspect i on,  i n addi t i on t o t he Ar egul ar @ FDA 

cont r act  f or ms,  e. g.  Cover sheet ,  NLEA,  GMP check l i s t ,  et c. ,  a 
wi l l  need t o be compl et ed and f i l ed wi t h t he VDACS I nspect i on 
Repor t .   ( Not e- I n addi t i on t o t he I nspect i on Repor t  a 
compl et ed copy of  t he Domest i c Seaf ood HACCP Repor t  must  be 
l ef t  wi t h f i r m management  at  t he end of  t he i nspect i on) .  

 
• For  f i r ms wi t h HACCP def i c i enci es,  t he I nspect or  MUST get  f r om 

management  a dat e when t he def i c i enci es wi l l  be cor r ect ed.   
Thi s dat e shoul d be no mor e t han t hi r t y ( 30)  days f r om t he 
dat e of  t he i nspect i on.   The I nspect or  wi l l  document  t hi s i n 
t he ADI SCUSSI ON  WI TH MANAGEMENT= bl ock on t he back of  t he GMP 
check sheet .  

 
• PAC codes.   On t he f r ont  page of  t he FDA cover sheet ,  t he HACCP 

and non- HACCP ( i e:  GMP sani t ar y i nspect i on)  component s of  t he 
i nspect i on need t o document ed separ at el y.  The GMP por t i on of  
t he i nspect i on wi l l  be r epor t ed under  PAC code 03S001.   The 
HACCP eval uat i on wi l l  be r epor t ed under  PAC code 03S002.   The 
i nf or mat i on t hat  has t r adi t i onal l y been f i l l ed out  i n r el at i on 
t o a PAC code ( i e:  Pr ocess Code,  Est  Typ,  I nsp Basi s,  Empl  & 
pr oduct )  must  be f i l l ed out  f or  bot h codes.   I t  i s  i mpor t ant  
t o not e,  t hat  f or  t he t i me expended dur i ng t he i nspect i on,  PAC 
code 03S001 wi l l  i ncl ude t i me f or  t he GMP i nspect i on,  t r avel ,  
and admi ni st r at i ve wor k.   PAC code 03S002 wi l l  r ecor d onl y t he 
t i me spent  on HACCP eval uat i on.    

 
Cl assi f i cat i on I ssues ( For  t he I ni t i al  I nspect i on)  
 
FDA Agr eement  I nspect i on 
 
• The cl assi f i cat i on of  t he i nspect i on i s ONLY r el evant  t o t he 

GMP por t i on of  t he i nspect i on.   The pr esence or  absence of  a 
HACCP pl an wi l l  not  af f ect  t he over al l  i nspect i on 
c l assi f i cat i on.  

 
FDA Cont r act  I nspect i on 
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The FDA has gr ouped HACCP def i c i enci es i nt o t hr ee ( 3)  cat egor i es:  
cr i t i cal ,  ser i ous,  and ot her  ( r ef er  t o t he at t achment  DOMESTI C 
FI SH AND FI SHERY PRODUCTS I NSPECTI ONS COMPLI ANCE PROGRAM 7303. 842 
f or  a l i s t  of  speci f i c  devi at i ons) .    
 
• Cr i t i cal  devi at i ons r ef er  t o t he absence of  cont r ol s whi ch ar e 

l i kel y t o r esul t  i n an adver se heal t h consequence.   Thi s t ype 
of  devi at i on t ends t o i nvol ve per f or mance ( e. g. ,  moni t or i ng a 
cr i t i cal  cont r ol  poi nt ) .  

 
• Ser i ous devi at i ons  r ef er  t o condi t i ons whi ch,  i f  l ef t  

uncor r ect ed,  j eopar di ze t he oper at i onal  or  per f or mance aspect s 
of  t he HACCP syst em and can be expect ed t o l ead t o cr i t i cal  
devi at i ons.   These devi at i ons t end t o i nvol ve paper - t ype 
pr obl ems ( e. g. ,  i nadequat e wr i t t en HACCP pl an;  r ecor d keepi ng 
i nadequaci es)  r at her  t han per f or mance.  

 
• Ot her  devi at i ons  ar e t hose t hat  ar e nei t her  cr i t i cal  or  

ser i ous.  
 
I f  t he HACCP pl an i s accept abl e ( no ser i ous or  cr i t i cal  
devi at i ons)  and t he GMP i nspect i on i s NAI ,  t he i nspect i on i s NAI .  
 
I f  t he HACCP pl an has ser i ous or  cr i t i cal  devi at i ons pr esent  and 
t he GMP i nspect i on i s NAI ,  t he i nspect i on i s VAI .   A f ol l ow- up 
i nspect i on shoul d be schedul ed f or  t hi r t y ( 30)  days.  
 
I f  t he HACCP pl an i s accept abl e ( no ser i ous or  cr i t i cal  
devi at i ons)  and t he GMP i nspect i on i s v i ol at i ve,  t he i nspect i on 
i s VAI / OAI ,  dependi ng on t he sever i t y and si gni f i cance of  t he GMP 
por t i on of  t he i nspect i on.   A f ol l ow- up i nspect i on shoul d be 
schedul ed i n accor dance wi t h cur r ent  pr act i ces.  
 
I f  t he HACCP pl an has ser i ous or  cr i t i cal  devi at i ons pr esent  and 
t he GMP i nspect i on i s v i ol at i ve,  t he i nspect i on i s VAI / OAI  ( OAI  
i s r el evant  onl y t o t he GMP por t i on of  t he i nspect i on) .   A 
f ol l ow- up i nspect i on shoul d be schedul ed f or  t hi r t y ( 30)  days.  
 
For  c l assi f i cat i on pur poses,  when you encount er  est abl i shment s 
t hat  do not  r equi r e a HACCP pl an,  you wi l l  consi der  t he f i r m as 
AHACCP pl an i s accept abl e@ I F your  eval uat i on agr ees wi t h t he 
f i r m=s anal ysi s.   I f  your  i nspect i on and eval uat i on i ndi cat es 
t hat  a HACCP pl an i s needed,  you wi l l  consi der  t he f i r m as AHACCP 
pl an has ser i ous or  cr i t i cal  devi at i ons@.  
 
Fol l ow- Up I nspect i ons Due To HACCP Def i c i enci es 
 
• For  f i r ms ( cont r act  i nspect i ons)  wi t h ser i ous and/ or  cr i t i cal  

HACCP def i c i enci es,  t he f ol l ow- up i nspect i on wi l l  be conduct ed 
by VDACS.  
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• The f ol l ow- up i nspect i on wi l l  be CONTRACT and al l  t he 
associ at ed paper wor k,  i ncl udi ng t he Domest i c Seaf ood HACCP 
Repor t ,  must  be compl et ed.  

 
• The f ol l ow- up i nspect i on wi l l  At ar get @ t he GMP vi ol at i ons and 

t he HACCP devi at i ons not ed on t he pr evi ous i nspect i on,  e. g.  
t he i nspect or  wi l l  onl y r ei nspect  t he condi t i ons wr i t t en up on 
t he pr evi ous I nspect i on Repor t  and t hen r evi ew t he HACCP pl an 
t o ver i f y t hat  t he necessar y cor r ect i ons have been made.  

 
 
Cl assi f i cat i on I ssues ( f or  t he f ol l ow- up i nspect i on)  
 
• I f  t he f ol l ow- up i nspect i on f i nds t he HACCP pl an st i l l  wi t h 

ser i ous and/ or  cr i t i cal  devi at i ons,  t he i nspect i on wi l l  be 
c l assi f i ed VAI - F.   The f i r m wi l l  be f or war ded t o FDA f or  
f ur t her  r egul at or y act i on.   Thi s wi l l  end VDACS i nvol vement  
r el at i ve t o t he HACCP def i c i enci es.  

 
• Ot her  s i t uat i ons ( i e:  GMP i nspect i on v i ol at i ve)  shoul d be 

handl ed accor di ng t o est abl i shed cr i t er i a.  
 
We r eal i ze t hat  t hi s FOM wi l l  not  i ncl ude al l  s i t uat i ons t hat  you 
wi l l  encount er  i n per f or mi ng Seaf ood HACCP i nspect i ons.   
Quest i ons t hat  ar i se shoul d be di r ect ed t o your  Regi onal  Manager  
f or  r esol ut i on.  
 
 
 
 
 
 
 
Pendi ng r evi s i on August  99 
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FIELD OPERATIONS MANUAL 
  

PROCEDURE III-02 
For mer l y 13 

 
I N- HOME FOOD MANUFACTURI NG OPERATI ONS  
 
 
An opi ni on by t he Assi st ant  At t or ney Gener al  assi gned t o t hi s 
Depar t ment  i ndi cat es t hat  t he Vi r gi ni a Food Laws and r el at ed 
r egul at i ons do not  pr ohi bi t  t he home manuf act ur e of  f ood pr oduct s 
f or  sal e t o t he publ i c.  Each home oper at i on i s t o be eval uat ed on 
i t ' s  i ndi v i dual  mer i t s as t o i t ' s  sui t abi l i t y  f or  t he commer ci al  
pr oduct i on of  f ood pr oduct s.  
 
When you eval uat e a home oper at i on you wi l l  use t he Vi r gi ni a Food 
Laws and whi ch ever  of  t he Feder al  r egul at i ons we have adopt ed t hat  
i s appl i cabl e.  For  t he most  par t  you wi l l  use Par t  110,  Cur r ent  
Good Manuf act ur i ng Pr act i ce i n Manuf act ur i ng,  Packi ng or  Hol di ng 
Human Food.  Ther e wi l l  be i nst ances wher e ot her  r egul at i ons wi l l  
appl y.  Many of  t he ot her  r egul at i ons set  gener al  st andar ds of  
i dent i t y f or  pr oduct s.  When you ar e i nspect i ng a home manuf act ur er  
pr oduci ng a pr oduct  cover ed by one of  t he r egul at i ons be sur e you 
ar e ent i r el y f ami l i ar  wi t h t hat  r egul at i on and ut i l i ze i t  when 
maki ng your  eval uat i on and\ or  i nspect i on.  
 
The bel ow r egul at i ons may appl y t o home oper at i ons of  cer t ai n 
f oods.   Each Food Saf et y Speci al i st  i s  r esponsi bl e f or  bei ng be 
f ami l i ar  wi t h t hese r egul at i ons.  
 

Par t  110,  Cur r ent  Good Manuf act ur i ng Pr act i ce I n 
Manuf act ur i ng,  Packi ng or  Hol di ng Human Food   
 
Par t  114,  Aci di f i ed Foods 
 
Not e:  The pr ocessi ng of  l ow aci d canned f oods and wat er  
bot t l i ng ar e consi der ed as not  f easi bl e i n a home.  
 

We have put together an information package containing the Virginia Food Laws, Part 110, food 
safety literature and other information deemed necessary for prospective home operators.  They 
must contact us for this information before an inspection of their facilities. Also, in this package, 
the operator is informed that following information is required and must be submitted prior to 
inspection.   
1.  A compl et e di agr am of  t he pr ocessi ng ar ea i ncl udi ng t he 

l ocat i on of  st oves,  si nks,  r ef r i ger at or s,  st or age ar eas,  et c.  
The di agr am shoul d al so i ncl ude t he ot her  r ooms on t he f l oor  
on whi ch t he pr ocessi ng i s bei ng done.  I f  t he per son i s usi ng 
mor e t han one l evel  a di agr am shoul d be made of  each l evel .  
 

2.  A pr ocess f l ow sheet .   Thi s must  be a descr i pt i on of  t he st eps 
i n t he pr ocess i n sequent i al  or der  f r om r aw mat er i al  t o 
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f i ni shed pr oduct .   Thi s can ei t her  be a wr i t t en document  or  a 
schemat i c dr awi ng.  
 

3.  The f or mul at i on of  t he pr oduct .   Have t he i ndi vi dual  suppl yi ng 
t he i nf or mat i on mar k i t  At r ade secr et @ so t hat  i t  wi l l  not  be 
subj ect  t o di scl osur e under  t he Vi r gi ni a Fr eedom of  
I nf or mat i on Act .   The f or mul at i on i nf or mat i on must  i ncl ude al l  
t he i ngr edi ent s and t he quant i t y of  each i ngr edi ent .   
 

4.  Label s f or  t he pr oduct .   I f  l abel s have not  yet  been or der ed a 
mock up of  t he pr oposed l abel  wi l l  suf f i ce.  I t  i s  suggest ed 
t hat  l abel s be appr oved bef or e or der ed t o avoi d f i nanci al  l oss 
i f  t he l abel s must  be r evi sed.  
 

5.  A bact er i ol ogi cal  sampl e anal ysi s,  f r om an accept abl e and 
accr edi t ed l abor at or y,  of  t he f i r m' s wat er  i ndi cat i ng 
pot abi l i t y i f  t he f i r m i s on a pr i vat e suppl y such as a wel l .  
 I f  t he f i r m i s on a muni ci pal  suppl y t hi s wi l l  not  be 
necessar y.  
 

6.  I f  t he oper at i on i s i nvol ved i n maki ng aci di f i ed f oods ( e. g.  
pi ckl es) ,  smoki ng f i sh,  or  maki ng pr oduct s cont ai ni ng gar l i c  
i n oi l  t hey need t o have t hei r  pr ocess r evi ewed and appr oved 
by a compet ent  pr ocessi ng aut hor i t y f or  saf et y.  A pr ocess 
appr oval  i s  al so mandat or y when changes ar e made t o t he 
or i gi nal  pr ocess.   A copy of  t he l et t er  and/ or  r epor t s f r om 
t he pr ocessi ng aut hor i t y must  be pr ovi ded f or  agency r evi ew 
and accept ance.   Addi t i onal l y,  t he oper at or  shoul d compl et e 
t he FDA Bet t er  Pr ocess Cont r ol  school  wi t hi n one ( 1)  year  of  
begi nni ng pr ocessi ng.  
 

7.  An expl anat i on of  t he pr oduct  codi ng pl an i f  one i s r equi r ed.  
 
 

 
When you ar r i ve at  t he est abl i shment  you shoul d check t he 
est abl i shment  and pr ocessi ng f or  f ood saf et y i ssues  usi ng a 
modi f i ed HACCP appr oach ( Hazar d Anal ysi s and Cr i t i cal  Cont r ol  
Poi nt s) .  You shoul d gi ve t he oper at i on t he same t hor ough 
i nspect i on gi ven t o any commer ci al  f ood pr oduct i on f aci l i t y .   
The gener al  pr ocedur e i s as f ol l ows:  
 

1.  Over al l  sani t at i on.   Check t he pr ocessi ng ar ea,  st or age ar eas 
and any adj acent  ar eas f or  gener al  sani t at i on.  Thi s wi l l  
i ncl ude a check f or  i nsect  and r odent  pest s.  Those per sons who 
oper at e i n t hei r  homes and have domest i c ani mal s f or  pet s 
shoul d ar r ange t o keep t he pet s out  of  t he f ood pr ocessi ng 
ar ea at  al l  t i mes.  I t  has been t he Pr ogr am’ s exper i ence t hat  
domest i c ani mal s i n t he home i nvar i abl y l ead t o ani mal  hai r s 
i n t he f i ni shed pr oduct ,  an adul t er ant .  
 

2.  Raw mat er i al s.   Check t he r aw mat er i al s st or age ar eas t o 
ensur e t hat  t he r aw mat er i al s ar e adequat el y pr ot ect ed f r om 
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possi bl e cont ami nat i on.   Recommend t o t he oper at or  t hat  t hey 
pr ovi de separ at e st or age f or  commer ci al  r aw i ngr edi ent s f r om 
domest i c use i ngr edi ent s.   Check t he r aw i ngr edi ent s f or  
whol esomeness.   Per sons usi ng r aw i ngr edi ent s whi ch ar e 
pot ent i al l y  hazar dous f oods -  such as meat s,  eggs,  mi l k,  
seaf ood,  et c.  wi l l  need t o pr ovi de a means of  keepi ng t hese 
pr oduct s at  an i nt er nal  t emper at ur e of  45F or  bel ow.   The 
domest i c r ef r i ger at or  i s of t en t he l east  sat i sf act or y 
sol ut i on.   Domest i c use of  t he home r ef r i ger at or  al ong wi t h 
t he added bur den of  commer ci al  use of t en over l oads t he cool i ng 
capaci t y of  t he uni t  so t hat  i t  i s unabl e t o r ender  r api d and 
compl et e cool i ng.   A separ at e r ef r i ger at or  of  adequat e 
capaci t y i s of t en t he best  sol ut i on f or  t he home pr ocessor .   
The r ef r i ger at or  needs t o be equi pped wi t h an accur at e 
t her momet er  i nsi de so t he pr ocessor  may t el l  at  a gl ance i f  i t  
i s  wor ki ng pr oper l y.  
 

3.  Ut ensi l  st or age.  Check t he ut ensi l  st or age t o ensur e t hat  i t  
i s  adequat e t o pr ot ect  t he ut ensi l s f r om cont ami nat i on.  
Pr ocessor s must  ensur e t hat  t he ut ensi l s ar e not  r e-
cont ami nat ed i n st or age.  One met hod t o do t hi s i s t o cl ean and 
sani t i ze t he ut ensi l s j ust  bef or e begi nni ng oper at i ons and/ or  
r ecommend t he oper at or  mai nt ai n separ at e st or age f or  t hei r  
domest i c ut ensi l s and t hei r  commer ci al  ut ensi l s.  
 

4.  Pr ocessi ng Cont r ol .   Tr y t o wat ch t he home oper at or  as t hey 
pr ocess.   Thi s woul d enabl e you t o det ect  pl aces i n t he 
pr ocess wher e t he saf et y of  t he pr oduct  mi ght  be compr omi sed.  
Si nce some home oper at or s wor k on a l i mi t ed basi s i t  may not  
be possi bl e ever y t i me t o do t hi s.  I n t hose i nst ances wher e 
t he i nspect or  ar r i ves and t he home oper at or  i s not  pr ocessi ng 
i t  woul d be appr opr i at e f or  t he home oper at or  t o " wal k t hem 
t hr ough"  t he pr ocess.  Some of  t he mor e gener al  i t ems you woul d 
check f or  ar e:  a)  possi bl e cr oss cont ami nat i on of  f i ni shed,  
r eady t o eat  pr oduct  by r aw pr oduct ,  b)  t i me t emper at ur e 
abuses of  pot ent i al l y hazar dous pr oduct s,  c)  i mpr oper  t hawi ng 
of  f r ozen pr oduct ,  d)  f ai l ur e t o r api dl y cool  cooked,  
pot ent i al l y  hazar dous pr oduct  i n shal l ow pans,  e)  f ai l ur e t o 
pr oper l y sani t i ze equi pment ,  f )  f ai l ur e t o wear  pr oper  hai r  
r est r ai nt s and cl ean out er  gar ment s when pr ocessi ng f ood 
pr oduct s,  g)  f ai l ur e t o pr oper l y c l ose f i ni shed pr oduct  
cont ai ner s,  h)  f ai l ur e t o t her mal l y pr ocess aci di f i ed f oods t o 
t he ext ent  t hat  mi cr oor gani sms of  concer n ar e dest r oyed,  ( i )  
f ai l ur e t o per f or m r equi r ed moni t or i ng of  cr i t i cal  poi nt s i n 
t he pr ocess,  j )  f ai l ur e t o keep and mai nt ai n adequat e r ecor ds.  
 Mor e speci f i c  r equi r ement s ar e cont ai ned i n appl i cabl e 
r egul at i ons.  
 

5.  Pl umbi ng.   Al l  f ood manuf act ur i ng oper at i ons must  have pr oper  
pl umbi ng wi t h hot  and col d r unni ng wat er  and have f aci l i t i es 
adequat e t o c l ean t hei r  pr ocessi ng equi pment .   I n most  cases 
t hi s means a mi ni mum of  a t wo compar t ment  si nk.  Oper at or s must  
know how t o pr oper l y sani t i ze.  A f unct i onal  t oi l et  and a hand 
washi ng basi n ar e al so necessar y.  
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6.  Fi ni shed pr oduct  st or age.   Adequat e ar r angement s shoul d be 

made f or  f i ni shed pr oduct  st or age.   The st or age pr ovi ded 
shoul d adequat el y pr ot ect  t he pr oduct  f r om possi bl e 
cont ami nat i on.  
 

7.  Pr oduct  di st r i but i on.   Wher e r equi r ed by r egul at i on a l i st  of  
pr i mar y di st r i but i ons shoul d be mai nt ai ned i n case a r ecal l  
becomes necessar y.   A l i st  of  pr i mar y cust omer s i s a good i dea 
even when i t  i s not  r equi r ed by r egul at i on and t hi s shoul d be 
suggest ed t o t he home oper at or .  
 

8.  Recor d keepi ng.   Wher e r equi r ed by r egul at i on t he appr opr i at e 
r ecor ds must  be mai nt ai ned i n good or der  and r eadi l y 
accessi bl e f or  t he i nspect or ' s r evi ew.  
 

9.  Pr oduct  l i abi l i t y i nsur ance.   Thi s i s not  r equi r ed by any l aw 
or  r egul at i on but  i s somet hi ng no pr ocessor ,  especi al l y 
smal l er  ones,  shoul d be wi t hout .  You shoul d suggest  t hi s t o 
your  home oper at or s.  
 
ADMI NI STRATI VE GUI DELI NES 
 
Home Oper at i ons t hat  pr oduce a l ow vol ume of  f ood pr oduct  
( t hi s woul d appl y t o most  home oper at i ons)  whi ch ar e al so 
excl usi vel y pr ocessi ng non- pot ent i al l y hazar dous f oods may be 
schedul ed f or  a 2 year  f ol l ow- up.  Of  cour se t hi s i s opt i onal  
and depends on t he exi st i ng c i r cumst ances wi t hi n each Food 
Saf et y Speci al i st ’ s t er r i t or y.  Any i nspect i on pr eci pi t at i ng a 
2 year  f ol l ow- up shoul d be cl assi f i ed NAI .   Fur t her mor e,  you 
may onl y assi gn a 2 year  f ol l ow- up t o your  home pr ocessor  
af t er  you have per f or med an i nspect i on of  t he oper at i on and 
have pr ovi ded t he r equi r ed i nf or mat i on i ndi cat ed i n t he 
f ol l owi ng par agr aph.  
 
Af t er  compl et i ng an i nspect i on of  a home oper at i on you wi l l  
need t o pl ace t he phr ase,  “ home oper at i on”  di r ect l y beneat h 
t he CFN i n t he upper  l ef t  hand cor ner  of  t he i nspect i on 
r epor t .  Pl ease not e t hat  t hi s r equi r ement  appl i es t o al l  home 
oper at i ons and not  j ust  t hose whi ch meet  t he l ow vol ume/ non-
pot ent i al l y hazar dous f oods r equi r ement   not ed above.  Not  onl y 
does suppl y i ng t hi s i nf or mat i on al l ow you t o i ni t i at e t he 2 
year  f ol l ow- up pr ot ocol - i t  al so al l ows us t he capabi l i t y  t o 
separ at e t ypi cal  f ood pr ocessor s f r om “ home oper at i on”  f ood 
pr ocessor s on our  mai nf r ame syst em.   I n addi t i on t o pr ovi di ng 
t he Food Saf et y Speci al i st  wi t h gr eat er  r eschedul i ng 
f l exi bi l i t y ,  t hi s al t er at i on t o our  syst em wi l l  al l ow us t o 
mor e accur at el y assess t he f ood pr ocessor s i n t he Commonweal t h 
and wi l l  pr ovi de f or  a gr eat er  degr ee of  r ef i nement  dur i ng 
t er r i t or y r est r uct ur i ng.   
  
Fi nal l y,  as you ar e i nspect i ng your  home pr ocessi ng oper at i ons 
pl ease t ake not e of  t he assi gned CFN.  I f  t he CFN pr ef i x does 
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not  accur at el y r ef l ect  t he nat ur e of  t he home oper at i on ( i . e.  
r et ai l  CFN vs t he appr opr i at e pr ocessor  CFN) ,  al er t  us v i a a 
shor t  not e di r ect l y beneat h t he CFN i n t he upper  l ef t  hand 
cor ner  of  t he i nspect i on r epor t .  The not e shoul d st at e,  
“ Change CFN”  and shoul d f ur t her  i ndi cat e why t he CFN shoul d be 
changed.  
 
The above will allow all of you an additional allotment of time that can be directed 
towards monitoring those establishments that are more “critical”  with respect to potential 
impact on public health. 
 
 

Febr uar y 2,  2000 
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FI ELD OPERATI ONS MANUAL 
 

PROCEDURE I I I - 03 
For mer l y 18 

SEAFOOD PEDDLERS 
 
I n or der  t o mor e uni f or ml y r egul at e t hose per sons who sel l  
seaf ood f r om t he back of  t r ucks,  et c. ,  pl ease use t he f ol l owi ng 
gui del i nes:  
 
a.  Al l  seaf ood peddl er s must  have adequat e means t o r ef r i ger at e 

t hei r  pr oduct s.  
b.  Seaf ood pr oduct s must  be adequat el y pr ot ect ed f r om possi bl e 

cont ami nat i on.   No open di spl ay of  r aw pr oduct .  
c.  Seaf ood peddl er s who do not  have adequat e c l eani ng equi pment  

and hand washi ng f aci l i t i es can sel l  t he f ol l owi ng:  
 

i .  Whol e uncl eaned f i sh.  
i i .  Pr epackaged uni t s of  seaf ood pr oduct s.  
i i i .  Oyst er s i n t he shel l  f r om appr oved sour ces.  
i v.   Li ve Cr abs.  
v.  Unshel l ed bul k r aw shr i mp.  

They may not :  
i  Dr ess or  f i l l et  f i sh.  
i i  Di p oyst er s.  
i i i  Shuck oyst er s.  
i v  Handl e unpackaged peel ed and de- vei ned r aw or  cooked 

shr i mp.  
v.  Handl e or  sel l  unpackaged f i sh f i l l et s.  

 
d.  Seaf ood peddl er s who pr ocess seaf ood must  have on boar d 

t hei r  vehi c l es t he same gener al  sani t ar y f aci l i t i es as ar e 
usual l y f ound i n r et ai l  seaf ood mar ket s,  i . e.  hot  and col d 
r unni ng wat er ,  equi pment  s i nk,  handwashi ng f aci l i t i es,  
pr oper  dr ai nage and wast ewat er  hol di ng f aci l i t i es.   They 
must  have conveni ent  access t o a f unct i onal  r est  r oom/ t oi l et  
f aci l i t i es.  

e.  Al l  seaf ood peddl er s who deal  i n pr epackaged pr oduct s must  
meet  t he cust omar y l abel i ng r equi r ement s of  t he Vi r gi ni a 
Food Laws.  

f .  Dr essed f i sh or  headed r aw shr i mp can be sol d unpackaged,  i f  
i t  i s  pr ocur ed f r om t hei r  vendor  i n t hat  condi t i on.   I f  t he 
pr oduct  i s pr ocessed i n a home oper at i on,  I N HOME 
MANUFACTURI NG OPERATI ONS,  FOM I I I - 02 wi l l  appl y.  

 
Cr ab vendor s  ar e c l assi f i ed as SEAFOOD PEDDLERS and ar e cover  
under  t hi s Fi el d Oper at i ons Manual  ( FOM)  I I I - 3.  Your  at t ent i on i s 
i nvi t ed t o par agr aph d.  f or  peddl er s who pr ocess seaf ood.   
Basi cal l y,  t hey shoul d compl y wi t h t he same st andar ds t hat  appl y 
t o a r et ai l  seaf ood mar ket  wi t h or  wi t hout  f ood ser vi ce.  Unl ess 
t he vendor  or  oper at or  i s abl e t o f ul l y  compl y wi t h t hi s FOM,  
t hey shoul d not  st eam cr abs on t he r oadsi de.  Al so,  i n or der  f or  
an i ndi v i dual  t o sel l  cr abs he has caught ,  t hey must  possess a 
l i cense i ssued by t he Vi r gi ni a Mar i ne Resour ce Commi ssi on ( VMRC)  



63 

and shoul d be abl e t o show t hei r  l i cense.  I n f act ,  any per son who 
sel l s r aw seaf ood pr oduct  shoul d be l i censed by VMRC.  Thi s 
appl i es equal l y t o f r esh and sal t - wat er  seaf ood pr oduct s.  VMRC 
has r equest ed t hat  i f  you encount er  any oper at or s,  who ar e 
unl i censed,  t hey wi l l  i nvest i gat e and t ake appr opr i at e act i on.  
VMRC has expr essed an i nt er est  i n t hi s mat t er  of  l i censi ng.    As 
a mat t er  of  i nf or mat i on,  t he cr ab st eamer  oper at or ,  wi l l  be 
unabl e t o come under  t he j ur i sdi ct i on of  t he heal t h depar t ment  
s i nce t hei r  r equi r ement s essent i al l y  mi r r or  our s f or  a r et ai l  
oper at i on’ s f ood ser vi ce.                         
When an i nspect i on of  cr ab vendor s who ar e st eami ng cr abs on t he 
r oad si de,  be sur e t o document  t he vehi c l e l i cense number ,  t he 
oper at or s phone number ,  t he VMRC l i cense number ,  and ask f or  t he 
i ndi v i dual s dr i ver ’ s l i cense t o i nsur e t hat  you pr oper l y i dent i f y 
t he i ndi v i dual .   Remember  t hat  t he i ndi v i dual  i s  not  r equi r ed t o 
show hi s dr i ver ’ s l i cense t o you.   Si mpl y i ndi cat e t o t he 
oper at or  t hat  you want  t o be sur e t o have al l  t he cor r ect  
i nf or mat i on f or  your  r epor t .  
The compl i ance act i on f or  cr ab vendor s i s as f ol l ows:  
 

a.  The f i r st  encount er  t hat  i s  not  i n compl i ance wi l l  be 
c l assi f i ed as VAI ,  and t he cogni zant  r egi onal  of f i ce wi l l  i ssue a 
l et t er  of  i nf or mat i on ( at t ached t o t he end of  t hi s FOM) .   A 
f ol l ow up vi s i t  wi l l  be i n t hi r t y ( 30)  days.   
 

b.  I f  t he f i r m i s st i l l  oper at i ng af t er  t hi r t y ( 30)  days,  
t he cogni zant  f i el d super vi sor  wi l l  make a v i s i t  t o di scuss t he 
oper at i on.  
 

c.  I f  t he f i r m st i l l  cont i nues t o oper at e,  al l  t he COOKED 
pr oduct  wi l l  be sei zed.  
 
These gui del i nes ar e t o be used as an ai d i n i nt er pr et i ng t he 
Vi r gi ni a Food Laws as t hey appl y t o seaf ood peddl er s.   I f  any 
unusual  c i r cumst ances ar e encount er ed,  pl ease di scuss t hem wi t h 
your  Regi onal  Manager .  
 
Revi sed Jul y 14,  2000  
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The bel ow i nf or mat i on l et t er  i s  a sampl e t hat  wi l l  be sent  t o t he 
cr ab vendor s who ar e not  i n compl i ance.  

 
 
Mr .  * * * * * * * ,  Owner / Oper at or  
* * * * * * * ,  Vi r gi ni a  * * * * *  
Dear  * * * * * * * :  
 
On * * * * * * * ,  Seni or  Food Saf et y Speci al i st  * * * * * * * ,  of  t hi s 
Depar t ment  conduct ed an i nspect i on of  your  r et ai l  cr ab st eami ng 
oper at i on,  l ocat ed at  * * * * * * * ,  * * * * * * * ,  Vi r gi ni a.   Dur i ng t hat  
i nspect i on,  i t  was obser ved t hat  t he oper at i on was not  i n 
compl i ance wi t h t he VI RGI NI A FOOD LAWS.   Addi t i onal l y,  ot her  
st at e agenci es and l aws may have l egal  power s over  your  
oper at i on.  
 
The pr oper  st or age,  pr epar at i on,  ser vi ng and t he cl eani ng and 
sani t i z i ng of  f ood cont act  sur f aces i s essent i al  t o i nsur e a saf e 
and whol esome f ood pr oduct .   Pl ease be advi sed t hat  f ai l ur e t o 
pr oper l y pr ot ect  your  f ood pr oduct  f r om cont ami nat i on wi t h f i l t h,  
or  cause t he pr oduct  t o be i nj ur i ous t o heal t h i s a ser i ous 
v i ol at i on of  t he VI RGI NI A FOOD LAWS.  
 
For  your  i nf or mat i on,  we have encl osed copi es of  t he VI RGI NI A 
FOOD LAWS,  t he RULES AND REGULATI ONS PERTAI NI NG TO THE SANI TARY 
AND OPERATI NG REQUI REMENTS I N RETAI L FOOD STORES,  and our  
br ochur e on SANI TI ZI NG.  
 
Thi s l et t er  of  i nf or mat i on i s bei ng pr ovi ded t o you wi t h t he 
pur pose of  achi evi ng f ut ur e and cont i nuous compl i ance wi t h t he 
pr ovi s i ons of  t he VI RGI NI A FOOD LAWS and appl i cabl e r egul at i ons.  
 Shoul d compl i ance not  be f or t hcomi ng,  addi t i onal  r egul at or y 
act i on may be necessar y.  
 
I f  you have any f ur t her  quest i ons,  pl ease f eel  f r ee t o cont act  
I nspect or  or  me * * * * * * *  at  ( * * * ) * * * - * * * * .  
 

Si ncer el y 
 

 
* * * * * * * * * * * * * * * * * * *  
* * * * * * * * * * * * * * * * * * *  
Food Saf et y Pr ogr am 

 
Encl osur es 
 
cc:  
 I nspect or  * * * * * * *  
* * * * * * * ,  Regi onal  Manager  
Est abl i shment  f i l e 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I I I  -  04 
For mer l y 001 

 
SWOLLEN CANS 
 
I f  you encount er  swol l en canned f ood pr oduct s,  you shoul d:  
 

1)  have t hem vol unt ar i l y  dest r oyed 
or  

2)  sei ze and sampl e t hem 
 
I t  i s  pr ef er abl e t o have t he pr oduct  vol unt ar i l y  dest r oyed 

si nce l abor at or y anal ysi s does not  al ways r eveal  t he cause of  t he 
abnor mal i t y.  Swol l en canned f ood pr oduct s shoul d never  be consumed,  
s i nce t hey i ndi cat e i mpr oper  pr ocessi ng and/ or  handl i ng.  Such 
i mpr oper  pr ocessi ng or  handl i ng coul d al l ow t he f or mat i on of  
C. bot ul i num t oxi n.  

 
Dur i ng i nspect i ons of  any est abl i shment  i f  mul t i pl e cases of  

swol l en canned f ood pr oduct s ar e encount er ed,  or  i f  you encount er  a 
canned f ood pr oduct  t hat  has had a r epeat ed hi st or y of  bei ng f ound 
i n a swol l en condi t i on,  t he f ol l owi ng i nf or mat i on shoul d be 
obt ai ned:  

 
1)  The name and i dent i f i cat i on of  t he pr oduct .  
 
2)  The name and addr ess of  t he manuf act ur er  or  di st r i but or .  

 
3)  The code/ codes of  t he pr oduct s.  
 
4)  The appr oxi mat e dat e of  when t he pr oduct s wer e r ecei ved.  

 
Thi s i nf or mat i on i s necessar y so t hat  t he FDA can f ol l ow up at  t he 
manuf act ur er / di st r i but or .  
 
 
 
 
 
 
 
 
Revi sed November  17,  1999 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I I I - 05 
For mer l y 020 

 
RETAI L STORE I NSPECTI ON CRI TERI A 

 
To pr omot e uni f or mi t y i n t he conduct  of  r et ai l  st or e i nspect i ons,  
t he at t ached l i s t  of  i nspect i on cr i t er i a has been devel oped.   The 
cr i t er i a ar e based on t he r equi r ement s of  t he Vi r gi ni a Food Laws 
and r el at ed r egul at i ons and ar e t he basi s f or  our  on- t he- j ob r et ai l  
st or e t r ai ni ng.  The or der  of  depar t ment  i s not  meant  t o mean t hat  
t he depar t ment s ar e t o be i nspect ed i n t he or der  l i s t ed i n t hi s 
FOM.  
 
Meat / Del i cat essen Depar t ment s 
 
1)  Gener al  st at e of  r epai r  of  meat  pr ocessi ng equi pment  and 1 

ut ensi l s and t he sani t at i on of  t he same.  2 
 3 
2)  Rodent  act i v i t y i n t he meat  ar ea.  4 
 5 
3)  I nsect  act i v i t y i n t he meat  ar ea.  6 
 7 
4)  Cl eanl i ness and st at e of  r epai r  of  f ood cont act  sur f aces,  8 

gener al  wor k sur f aces and st or age sur f aces.  9 
 10 
5)  Dai l y t hor ough cl eani ng of  pr ocessi ng equi pment  and 11 

cl eanl i ness of  same.  12 
 13 
6)  Condi t i on of  f l oor s,  wal l s and cei l i ngs and cl eanl i ness of  14 

same.  15 
 16 
7)  Adequat e r ef r i ger at ed hol di ng f aci l i t i es mai nt ai ni ng pr oper  17 

t emper at ur es.  18 
 19 
8)  Avoi dance of  t i me- t emper at ur e abuses of  pot ent i al l y hazar dous 20 

pr oduct s.  21 
 22 
9)  Pr oper  f aci l i t i es f or  mai nt ai ni ng cor r ect  t emper at ur es f or  hot  23 

ser ve f oods.  24 
 25 
10)  Pr oper  pr ot ect i on of  r aw pr oduct  f r om possi bl e cont ami nat i on 26 

i n st or age.  27 
 28 
11)  Avoi dance of  cr oss cont ami nat i on of  pr epar ed pr oduct  by r aw 29 

pr oduct  such as beef  by por k or  chi cken.  30 
 31 
12)  The i nt ent i onal  adul t er at i on of  r aw pr oduct  wi t h f i l l er s such 32 

as por k spl eens i n gr ound beef .  33 
 34 
13)  Pot abl e wat er  suppl y.  35 
 36 
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14)  Hot  and col d r unni ng wat er  avai l abl e f or  c l eani ng.  37 
 38 
15)  Pr oper  hand- washi ng f aci l i t i es and necessar y soap and t owel s.  39 
 40 
16)  Pr oper  equi pment  c l eani ng f aci l i t i es.  41 
 42 
17)  Pr oper  pl umbi ng.  43 
 44 
18)  Pr oper  dr ai nage of  meat  r oom and meat  wal k- i n cool er  f l oor s.  45 
 46 
19)  Pr ot ect i ve cover i ng on over head l i ght s.  47 
 48 
20)  Pr oper  cl eani ng of  cool i ng equi pment ,  f ans,  guar ds and gr i l l s.  49 
 50 
21)  Cor r ect  use of  r odent i c i des and i nsect i c i des.  51 
 52 
22)  Cor r ect  use of  c l eani ng agent s.  53 
 54 
23)  Cor r ect  use of  f ood addi t i ves and t he det ect i on of  t he use of  55 

i l l egal  f ood addi t i ves.  56 
 57 
24)  Compl i ance wi t h appl i cabl e f ood pr oduct  st andar ds,  such as 58 

maxi mum % f at  i n gr ound beef .  59 
 60 
25)  Smoki ng,  eat i ng or  dr i nki ng i n f ood pr ocessi ng ar eas.  61 
 62 
26)  Adequat e empl oyee hygi ene.  63 
 64 
27)    Pr oper  hai r  r est r ai nt s.  65 
 66 
28)    Cl ean cl ot hi ng.  67 
 68 
29)    No i nf ect i ons,  di seases,  or  ski n condi t i ons.  69 
 70 
30)    Pr oper  l abel i ng and packagi ng.  71 
 72 
31)    Tr ut hf ul  adver t i s i ng.  73 
 74 
Baker y Depar t ment  75 
 76 
1)  Gener al  sani t at i on of  f l oor s,  wal l s,  cei l i ngs,  ut ensi l s and 77 

equi pment .  78 
 79 
2)  I nsect  or  r odent  cont ami nat i on of  r aw i ngr edi ent s.  80 
 81 
3)  Pr oper  use of  f ood and/ or  col or  addi t i ves.  82 
 83 
4)  Pr oper  use of  r odent i c i des and i nsect i c i des.  84 
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 85 
5)  Adequat e c l eani ng of  equi pment  and ut ensi l s and adequat e 86 

cl eani ng f aci l i t i es.  87 
 88 
6)  Pr oper  handl i ng and r ef r i ger at i on of  baker y pr oduct s 89 

cont ai ni ng i ngr edi ent s whi ch suppor t  r api d mi cr obi al  gr owt h.  90 
 91 
7)  Pr oper  empl oyee pr act i ces i ncl udi ng f r equent  hand washi ng,  92 

pr oper  hai r  r est r ai nt s and cl ean cl ot hi ng.  93 
 94 
8)  Adequat e hand washi ng f aci l i t i es pr oper l y ser vi ced.  95 
 96 
9)  Pr oper  l abel i ng of  pr e- packaged i t ems.  97 
 98 
 99 
Pr oduce Pr epar at i on Ar ea 100 
 101 
1)  Gener al  sani t at i on of  f l oor s,  wal l s,  cei l i ngs and equi pment  i n 102 

t he pr oduce pr epar at i on ar ea and al l  pr oduce cool er s.  103 
 104 
2)  Pr oper  c l eani ng and st or age of  pr oduce pr epar at i on ut ensi l s.  105 
 106 
3)  Dai l y r emoval  of  al l  wast e mat er i al s subj ect  t o decomposi t i on 107 

and f er ment at i on.  108 
 109 
4)  Rodent  and/ or  i nsect  act i v i t y.  110 
 111 
Gener al  St ockr oom Ar ea 112 
 113 
1)  Rodent  and/ or  i nsect  def i l ed pr oduct s.  114 
 115 
2)  Rodent  and/ or  i nsect  act i v i t y.  116 
 117 
3)  Rodent  and/ or  i nsect  ent r y poi nt s al ong wal l s,  door s and 118 

r ecei v i ng docks.  119 
 120 
4)  Gener al  sani t at i on of  f l oor s,  wal l s,  cei l i ngs and shel ves.  121 
 122 
5)  Spr i nger s,  swel l s or  l eaker s i n canned goods.  123 
 124 
6)  Pr oper  st or age of  mer chandi se of f  t he f l oor  and away f r om 125 

wal l s.  126 
 127 
7)  Br oken or  damaged pr oduct  spi l l i ng ont o f l oor s or  ot her  128 

pr oduct .  129 
 130 
8)  Segr egat i on of  t oxi c or  hazar dous pr oduct s away f r om f ood 131 

pr oduct s.  132 



69 

 133 
9)  St or age of  ani mal  f eeds away f r om human f oods whi ch ar e 134 

suscept i bl e t o i nsect  at t ack.  135 
 136 
10)  Or der l y mor gue ( al so cal l ed r ecl ai ms and/ or  r et ur ns) ar ea 137 

mai nt enance and pr ocedur es.  138 
 139 
11)  Adequat e pest  cont r ol  pr act i ces and pr oper  use of  i nsect i ci des 140 

and/ or  r odent i c i des.  141 
 142 
12)  No domest i c ani mal s pr esent .  143 
 144 
13)  Adequat e and conveni ent  washr ooms and t oi l et  separ at e f r om 145 

ar eas used t o manuf act ur e and st or e f oods.  146 
 147 
14)  Pr oper  wast e and t r ash st or age and di sposal .  148 
 149 
Dai r y and Egg Pr oduct s St or age Cool er  150 
 151 
1)  Gener al  sani t at i on of  cool er  f l oor ,  wal l s,  cei l i ng,  shel ves 152 

and r ef r i ger at i on uni t s.  153 
2)  Mai nt enance of  pr oper  st or age t emper at ur es.  154 
 155 
Wal k- i n Fr eezer  St or age 156 
 157 
1)  Pr oper  t emper at ur es f or  f r ozen pr oduct s.  158 
 159 
2)  No bui l d- up of  i ce on pr oduct s,  f l oor s,  f r eezer  uni t .  160 
 161 
Ret ai l  Sal es Ar ea 162 
 163 
1)  Gener al  sani t at i on of  f l oor s,  wal l s,  shel ves,  r ef r i ger at ed 164 

di spl ay cases.  165 
 166 
2)  Check gr ai n pr oduct s f or  possi bl e i nsect  i nf est at i on.  167 
 168 
3)  Check canned pr oduct s f or  l eaker s,  swel l s and f l i pper s.  169 
 170 
4)  Check pr oduce ar eas f or  r oaches,  f r ui t  f l i es and ot her  pest s.  171 
 172 
5)  Check dai r y di spl ay f or  pr oper  t emper at ur e and l eaker s.  173 
 174 
6)  Check pr epackaged meat  di spl ay f or  pr oper  t emper at ur es,  175 

swel l s,  bl own vacuums,  of f  col or  or  of f  odor  pr oduct s.  176 
 177 
7)  Check f r ozen f oods di spl ay f or  pr oper  t emper at ur e,  def r ost  178 

cycl e pr obl ems,  f r eezer  bur n and l oad l i mi t  abuses.  179 
 180 
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8)  Check i nf ant  f or mul a f or  out dat ed pr oduct .  181 
 182 
9)  Check pr epackaged pr oduct s f or  pr oper  l abel i ng.  183 
 184 
10)  Check t o ensur e t hat  hazar dous or  t oxi c pr oduct s ar e di spl ayed 185 

away f r om human f oods.  186 
 187 
11)  Candl e sof t  dr i nks f or  t he pr esence of  mol d,  f or ei gn mat er i al .  188 
 189 
12)  Check bul k di spl ayed pr oduct s f or  act ual  cont ami nat i on,  pr oper  190 

pr ot ect i on f r om cont ami nat i on,  pr oper  r ot at i on and adequat e 191 
cust omer  handl i ng ut ensi l s.  192 

 193 
Ext er i or  of  St or e 194 
 195 
1)  Check f or  possi bl e r odent  and/ or  i nsect  ent r y poi nt s.  196 
 197 
2)  Check f or  weed gr owt h and ot her  pot ent i al  r odent  har bor age.  198 
 199 
3)  Check f or  adequat e t r ash st or age and r emoval .  200 
 201 
Mi scel l aneous 202 
 203 
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1)  Sl eepi ng quar t er s separ at e and apar t  f r om f ood 
manuf act ur i ng,  st or age and sal es ar ea.  

 
I nspect i on Cr i t er i a f or  Food Ser vi ce Oper at i ons i n Ret ai l  Food 
St or es 
 
1)  Check t o see t hat  sani t i zi ng sol ut i ons ar e bei ng used at  

l east  once a day on equi pment ,  ut ensi l s and wor k sur f aces 
used i n t he pr epar at i on,  st or age,  and sal e of  pot ent i al l y 
hazar dous r eady t o eat  f ood pr oduct s and i n ever y 
i nst ance wher e t her e i s a change f r om r aw,  unpr ocessed 
pr oduct  t o r eady t o eat  f ood pr oduct s.  

 
2)  Check t o see i f  sani t i z i ng sol ut i ons ar e bei ng used 

pr oper l y:  
 
2/ 1 Hot  wat er   -   170�F   -  30 seconds 

 
2/ 2 Chl or i ne  -    50 ppm  -  1 mi nut e 

 
2/ 3 I odi ne  -  12. 5 ppm  -  1 mi nut e 

 
2/ 4 Quat er nar y 

ammoni um       -  200 ppm   -  1 mi nut e 
 

2/ 5 Any ot her  sani t i zer  r ecogni zed by publ i c heal t h 
aut hor i t i es as bei ng saf e and ef f ect i ve.  

 
3)  Check t o see i f  r ef r i ger at i on f aci l i t i es ar e hol di ng 

pr oduct  at  an i nt er nal  t emper at ur e of  45 degr ees F.  or  
bel ow and ar e equi pped wi t h an accur at e t her momet er .  

 
4)  Check t o see i f  management  has a st em t ype t her momet er  

avai l abl e and uses i t  t o check t he i nt er nal  t emper at ur es 
of  hot  and col d pot ent i al l y hazar dous,  r eady t o eat  f ood 
pr oduct s.  

 
5)  Det er mi ne i f  sel f - ser vi ce di spl ays of  unpackaged or  

unwr apped f oods,  ot her  t han unpr ocessed r aw f r ui t s and 
veget abl es,  ar e equi pped wi t h sneeze guar ds or  ot her  
sui t abl e devi ces whi ch pr ot ect  t he f ood f r om 
cont ami nat i on.  

 
6)  Det er mi ne i f  al l  sel f - ser vi ce di spl ays of  unpackaged or  

unwr apped f ood pr oduct s,  ot her  t han unpr ocessed r aw 
f r ui t s and veget abl es,  ar e equi pped wi t h appr opr i at e 
ser vi ng ut ensi l s whi ch el i mi nat e consumer  cont act  wi t h 
t he f ood pr oduct  and ar e st or ed i n a manner  whi ch 
pr event s cont ami nat i on of  t he f ood cont act  sur f ace of  t he 
ut ensi l s.  
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7)  Det er mi ne i f  sel f - ser vi ce di spl ays of  unpackaged or  

unwr apped f oods,  ot her  t han unpr ocessed r aw f r ui t s and 
veget abl es,  ar e bei ng moni t or ed cont i nuousl y by a st or e 
empl oyee.  

 
8)  Check sal ad bar s t o det er mi ne i f  sul f i t e i s bei ng used t o 

pr eser ve t he pr oduce by ei t her  t he r et ai l er  or  t he packer  
of  t he pr oduce.   I f  sul f i t e i s bei ng used,  make sur e a 
pl acar d decl ar i ng i t s use i s at  poi nt  of  di spl ay.  

 
I NSPECTI ON CRI TERI A FOR FOOD HANDLI NG PRACTI CES 
 
 
1)  Wher e appl i cabl e det er mi ne i f  f r ozen pot ent i al l y  

hazar dous f ood i s bei ng pr oper l y t hawed by one of  t he 
f ol l owi ng met hods;  
 
1/ 1 Pl aced i n a r ef r i ger at or  at  45 degr ees F or  bel ow 
f or  a l engt h of  t i me suf f i c i ent  t o t haw t he pr oduct .  

 
1/ 2 I mmer sed i n col d r unni ng wat er  f or  a t i me suf f i ci ent  
t o t haw t he pr oduct .  

 
 
2)   Check t o see t hat  pot ent i al l y  hazar dous col d f oods ar e 

hel d at  45 degr ees F or  bel ow dur i ng st or age and di spl ay.  
 
3)  Check to see that potentially hazardous hot foods are       handled properly in that: 

 
3/1 Hot foods are placed directly from cooking operations into a pre-warmed display case and 

held at an internal temperature of 140 degrees F. 
 

3/ 2  Hot  f oods whi ch ar e t o be st or ed f or  use l at er  ar e 
r emoved f r om cooki ng oper at i ons or  t he di spl ay case and 
r api dl y cool ed i n shal l ow vessel s t o 45 degr ees F or  
l ess.   Col d f oods t o be di spl ayed hot  ar e r eheat ed t o at  
l east  165 F and t hen pl aced i n a pr e- heat ed hot  di spl ay 
case.   I n no i nst ance i s t he di spl ay case t o be used t o 
r eheat  f oods.  
 

4)  Check to ensure that potentially hazardous foods being             processed in the retail 
store by cooking are cooked to heat        all parts of the food to at least 140 degrees F 
except that: 

 
4/ 1 Poul t r y,  poul t r y st uf f i ngs,  st uf f ed meat s and 

st uf f i ngs cont ai ni ng meat  ar e cooked t o heat  al l  
par t s of  t he f ood t o at  l east  160 degr ees F.  
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4/ 2 Por k and por k pr oduct s ar e cooked t o heat  al l  par t s 
of  t he f ood t o at  l east  150 degr ees F.  

 
 

CRI TI CAL I TEM I NSPECTI ONS HACCP 
 
" Cr i t i cal  I t em I nspect i ons"  ( CI I )  ar e HACCP t ype i nspect i ons 
done i n r et ai l  est abl i shment s.   An i nspect or  shoul d eval uat e 
sever al  key f act or s concer ni ng t he f i r m bef or e doi ng t hi s t ype 
of  i nspect i on.   Some of  t hese key f act or s ar e as f ol l ows:  
 

1.  i nspect i onal  hi st or y 
2.  management  
3.  empl oyee t ur nover  
4.  t ur nover  of  f ood i n t he st or e  
5.  st or e t emper at ur e ( ai r  condi t i oned or  not )  

 
I f  dur i ng your  eval uat i on of  t hese or  any ot her  f act or s you 
bel i eve t her e coul d be pr obl ems i n t he st or e t hen you shoul d 
deci de on how det ai l ed you want  t o make t he i nspect i on.   
However ,  i f  your  eval uat i on i ndi cat es no pr obl ems t hen you may 
want  t o do a cr i t i cal  i t em i nspect i on.  
 
CI I ' s ar e i nspect i ons wher e emphasi s i s pl aced on t he cr i t i cal  
ar eas of  t he st or e.   Li st ed bel ow ar e some exampl es of  PRI MARY 
and SECONDARY ar eas of  concer n.   Some of  t hese ar eas coul d 
swi t ch f r om secondar y t o pr i mar y and vi sa ver sa dependi ng of  
t he st or e' s s i t uat i on.  
 
 
 
 
 
 
PRI MARY 
 
ALL PROCESSI NG AREAS 
PERI METER OF THE STOCKROOM 
ALL REFRI GERATI ON AND 
FREEZER UNI TS ( r et ai l  and 
backr oom)  
RESTROOMS 
I NFANT FORMULA 
BAKERY I NGREDI ENTS ( f l our ,  
cor n meal ,  mi xes,  et c. )  
GRAI N PRODUCTS/ DRI ED BEAN 
AND FRUI T 
REDUCED/ QUI CK SALE 
SPECI ALTY I TEMS 

 
SECONDARY 
 
PRODUCE 
EGGS 
CAN GOODS 
ALL PACKAGED BEVERAGES ( sof t  
dr i nks,  j ui ces,  beer ,  wi ne,  
t ea,  cof f ee,  et c. )  
CONDI MENTS/ DRESSI NGS 
PASTA 
BREADS 
CEREAL 
COOKI ES/ SNACK FOOD 
ANI MAL FEED 
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I f  anyt i me dur i ng a cr i t i cal  i t em i nspect i on you f i nd evi dence t hat  
t her e coul d be pr obl ems i n secondar y ar eas of  t he st or e t hen you 
shoul d make a mor e det ai l ed i nspect i on.  
 
Revi sed November  17,  1999 
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 FIELD OPERATIONS MANUAL 
 

PROCEDURE I I I - 06 
For mer l y 030 

 
VACUUM PACKAGI NG SYSTEMS I N RETAI L ESTABLI SHMENTS  
 
Wi t h t he r ecent  i nt r oduct i on of  vacuum- packagi ng syst ems i nt o 
r et ai l  f ood est abl i shment s,  we have devel oped a concer n over  t he 
moni t or i ng and mai nt ai ni ng of  cr i t i cal  cont r ol s t hat  woul d pr event  
t he gr owt h of  Cl ost r i di um bot ul i sm and ot her  pat hogeni c or gani sms 
wi t hi n vacuum- packaged f ood pr oduct s.   Si nce vacuum- packagi ng of  
f oods pr oduces an envi r onment  conduci ve t o t he gr owt h of  such 
or gani sms,  const ant  moni t or i ng of  t he adher ence t o t hese cont r ol s 
i s essent i al  t o assur e t he pr oduct i on of  saf e and whol esome f ood 
pr oduct s.   Consequent l y,  we have adopt ed t he f ol l owi ng gui del i nes 
( r ecommended by t he U. S.  Food and Dr ug Admi ni st r at i on)  t o be 
enf or ced i n r et ai l  f ood est abl i shment s wher e vacuum- packi ng syst ems 
ar e i n use.  
 
Vacuum- packagi ng of  f oods wi l l  not  be al l owed i n a r et ai l  st or e 
unl ess t he f ol l owi ng si x cont r ol  st eps ar e al l  i n ef f ect :  
 
  
1)  The f oods must  be l i mi t ed t o t hose whi ch do not  suppor t  t he 1 

gr owt h of  Cl ost r i di um bot ul i num.   Thi s woul d i ncl ude:  2 
   3 
• f oods wi t h a wat er  act i v i t y ( Aw)  bel ow 0. 93;  4 
• f oods wi t h a hydr ogen i on concent r at i on ( ph)  of  4. 6 or  l ess;  5 
• meat  pr oduct s cur ed at  a USDA- r egul at ed pr ocessi ng pl ant  usi ng a 6 

combi nat i on of  ni t r i t es,  ni t r at es and sal t  ( i ni t i al l y 120 ppm or  7 
mor e sodi um ni t r i t e and a br i ne concent r at i on of  3. 50% or  mor e)  8 
and whi ch ar e r ecei ved i n an i nt act  package;  or  9 

• f oods wi t h hi gh l evel s of  non- pat hogeni c compet i ng or gani sms 10 
such as r aw meat ,  r aw poul t r y or  nat ur al  har d and semi - sof t  11 
cheeses cont ai ni ng l i ve st ar t er  cul t ur e or gani sms.  12 

   13 
Fi sh and f i sh pr oduct s,  because of  t hei r  hi gher  l evel s of  C.  14 
bot ul i num t ype E spor es and because of  t he hi st or y of  f i sh-15 
associ at ed bot ul i sm,  shal l  not  be vacuum- packed.  16 
 17 
2)  Vacuum- packaged f oods must  be mai nt ai ned at  a t emper at ur e of  45 18 

degr ees Fahr enhei t  or  bel ow at  al l  t i mes.  19 
 20 
3)  Consumer  packages must  be pr omi nent l y and conspi cuousl y l abel ed 21 

wi t h st or age t emper at ur e r equi r ement s and cl ear  i nst r uct i ons as 22 
t o shel f - l i f e.  23 

 24 
4)  Shel f - l i f e must  not  exceed 10 days or  ext end past  t he shel f - l i f e 25 

t hat  i s  i ndi cat ed on t he i ni t i al  pr ocessor ’ s packagi ng.  26 
 27 
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5)  Det ai l ed,  wr i t t en i n- st or e pr ocedur es must  be devel oped,  adher ed 28 
t o and car ef ul l y moni t or ed.  Such pr ocedur es shoul d be HACCP-29 
based and have a r ecor d keepi ng component .  The pr ocedur es and 30 
t he r ecor ds shoul d be subj ect  t o r evi ew by t he appr opr i at e 31 
r egul at or y aut hor i t y.  Pr ocedur es shoul d i ncl ude st r i ngent  32 
pr oduct  speci f i cat i ons ( i ncl udi ng guar ant ees,  wher e appr opr i at e)  33 
and r out i ne t est i ng of  i ncomi ng pr oduct s f or  t he _ bot ul i num-34 
cont r ol  par amet er ,  i . e.  pH,  Aw,  ni t r i t es or  l i ve compet i ng 35 
or gani sms ( wr i t t en guar ant ees f r om pr oduct  manuf act ur er s 36 
concer ni ng t hese C.  bot ul i num cont r ol  par amet er s may be 37 
suf f i c i ent  -  SEE NOTE A BELOW) ;  schedul ed mi cr obi ol ogi cal  38 
t est i ng of  t he vacuum- packaged pr oduct  at  t he end of  shel f - l i f e 39 
( SEE NOTE B BELOW) ;  pr oduct  pr ot ect i on st eps t o mi ni mi ze 40 
excessi ve handl i ng;  physi cal  bar r i er s or  separ at i on t o mi ni mi ze 41 
cr oss- cont ami nat i on f r om r aw pr oduct s;  and t hor ough cl eani ng and 42 
sani t i zat i on of  al l  f ood- cont act  sur f aces.  43 

 44 
6)  Oper at or s must  cer t i f y t o t he r egul at or y aut hor i t y t hat  t he 45 

i ndi v i dual  r esponsi bl e f or  t he vacuum packagi ng oper at i on 46 
under st ands t he equi pment ,  t he pr ocedur es and t he concept s 47 
r equi r ed f or  saf e vacuum- packagi ng.  48 

 49 
I n addi t i on,  s i nce vacuum- packaged f ood pr oduct s ar e " f ood i n 50 
packaged f or m" ,  t hey must  bear  t he i nf or mat i on r equi r ed by t he 51 
l abel i ng pr ovi s i ons of  t he Vi r gi ni a Food Laws.  Thi s woul d i ncl ude 52 
t he name of  t he pr oduct ,  a l i st  of  i ngr edi ent s i n descendi ng or der  53 
of  pr edomi nance,  t he net  wei ght  decl ar at i on,  and t he name and 54 
addr ess of  t he r esponsi bl e f i r m.  55 
 56 
NOTE A -  Rout i ne t est i ng of  i ncomi ng pr oduct s may not  be necessar y 57 
i f  a st or e has a manuf act ur er s wr i t t en guar ant ee t hat  pr oduct s 58 
compl y wi t h t he C.  bot ul i num cont r ol  par amet er s.  I f  a st or e chooses 59 
t o conduct  r out i ne t est i ng on i ncomi ng pr oduct s,  t he onl y t est s 60 
r equi r ed woul d be pH and Aw.  The r easons f or  t hi s ar e as f ol l ows:  61 
 62 
1)  Test i ng f or  ni t r i t es i s needl ess s i nce t he i ni t i al  63 

concent r at i on of  ni t r i t es wi t hi n t he pr oduct  i s t he key 64 
f act or .  65 

 66 
2)  Ther e i s no t est  cur r ent l y avai l abl e t o check f or  l evel s of  67 

non- pat hogeni c compet i ng or gani sms or  f or  l i ve st ar t er  68 
cul t ur es.  I n addi t i on,  f ol l owi ng i s a l i s t  of  cheeses t hat  69 
wer e i ni t i al l y  appr oved f or  vacuum- packagi ng wi t hi n r et ai l  70 
est abl i shment s:  71 

 72 
Fer ment ed Cheeses 73 
Br i ck 74 
Cheddar  75 
Col by 76 
Edam 77 

Gouda 78 
Jar l sbur g 79 
Mont er ey Jack 80 
Muenst er  81 
Pr ovol one 82 
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Swi ss 83 
84 

 84 
 85 
Aw Cont r ol l ed Cheeses 86 
Par mesan 87 
Romano 88 
Land- O- Lakes Yel l ow Amer i can 89 
Cheese Sl i ces 90 
 91 

 92 
 93 
NOTE B -  Schedul ed mi cr obi ol ogi cal  t est i ng shoul d be conduct ed at  94 
l east  t wo t o t hr ee t i mes per  year .  However ,  c i r cumst ances may 95 
r equi r e t hat  t hi s t est i ng be conduct ed mor e of t en.  96 
 97 
 98 
 99 
 100 
ENFORCEMENT PROVI SI ONS 101 
 102 
Whenever  vacuum- packagi ng vi ol at i ons ar e encount er ed,  t hey shoul d 103 
al ways be l i s t ed on t he i nspect i on r epor t  as obj ect i onabl e 104 
condi t i ons.  I n many cases,  vacuum- packagi ng vi ol at i ons may not  be 105 
ser i ous enough t o j ust i f y t aki ng di r ect  or  i mmedi at e r egul at or y 106 
act i on.  I n t hese cases,  t he v i ol at i ons wi l l  be t aken i nt o 107 
consi der at i on al ong wi t h any ot her  obj ect i onabl e condi t i ons i n 108 
or der  t o det er mi ne t he cl assi f i cat i on of  t he i nspect i on.  However ,  109 
some vi ol at i ons may be ser i ous enough so t hat  i mmedi at e cor r ect i ve 110 
act i on wi l l  be necessar y.  Fol l owi ng ar e gui del i nes t o assi st  111 
i nspect or s when ser i ous vacuum- packagi ng vi ol at i ons ar e 112 
encount er ed:  113 

114 
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 114 
Vi ol at i on   

Act i on To Be Taken 
115  

1.  Foods ar e unaccept abl e 
f or  r et ai l  vacuum- packagi ng.  

Vacuum- packagi ng of  t hese f oods 
shoul d be di scont i nued 
i mmedi at el y.  The pr oduct s 
shoul d be r emoved f r om sal e and 
t he f i r m shoul d be r equest ed t o 
vol unt ar i l y  dest r oy t he 
pr oduct s.  I f  t hey r ef use,  t he 
pr oduct s shoul d be sei zed and 
sampl ed f or  pH and Aw ( SEE NOTE 
C BELOW)  

2.  Pr oduct s ar e hel d or  
of f er ed f or  sal e past  t he 
accept abl e expi r at i on dat e ( see 
cont r ol  st ep 4 on page 2 of  
t hi s FOM pr ocedur e t o 
det er mi ni ng accept abl e 
expi r at i on dat e) .  

Pr oduct s shoul d be r emoved f r om 
sal e and t he f i r m shoul d be 
r equest ed t o vol unt ar i l y  
dest r oy t he pr oduct s.   I f  t hey 
r ef use,  t he pr oduct s shoul d be 
sei zed and sampl ed t o ver i f y 
t he expi r at i on dat e.   The 
sampl es shoul d be sent  di r ect l y 
t o your  r egi onal  manager  al ong 
wi t h any necessar y 
document at i on t o ver i f y t he 
v i ol at i on.   Af t er  ver i f i cat i on,  
t he f i r m wi l l  be not i f i ed i n 
wr i t i ng t hat  t he pr oduct  wi l l  
be dest r oyed ( SEE NOTE C BELOW)  

3.  Temper at ur e abuse has   
been document ed.  

Temper at ur e abuse shoul d never  
exceed 4 hour s.  I f  i t  does,  t he 
pr oduct s shoul d be r emoved f r om 
sal e and t he f i r m shoul d be 
r equest ed t o vol unt ar i l y  
dest r oy t he pr oduct s.  I f  t hey 
r ef use,  t he pr oduct s shoul d be 
sei zed and sampl ed f or  
bact er i ol ogi cal  anal yses,  t o 
i ncl ude Li st er i a monocyt ogenes 
anal ysi s ( SEE NOTE C BELOW)  



79 

4.  I nadequat e pr ocessi ng 
gui del i nes or  f ai l ur e t o f ol l ow 
pr oper  pr ocessi ng gui del i nes.  

I f  pr ocessi ng has been 
i nadequat e t o t he poi nt  t hat  
f i ni shed pr oduct s may be 
har mf ul  or  i nj ur i ous t o heal t h,  
vacuum- packagi ng shoul d be 
di scont i nued unt i l  pr oper  
pr ocessi ng gui del i nes can be 
est abl i shed and/ or  i mpl ement ed,  
and t he pr oduct s shoul d be 
r emoved f r om sal e.  The f i r m 
shoul d be r equest ed t o 
vol unt ar i l y  dest r oy t he 
pr oduct s;  i f  t hey r ef use,  t he 
pr oduct s shoul d be sei zed and 
sampl ed f or  pH,  Aw,  and 
bact er i ol ogi cal  anal yses,  t o 
i ncl ude Li st er i a monocyt ogenes 
( SEE NOTE C BELOW)  

5.  Unt r ai ned/ unknowl edgeabl e 
oper at or s.  

Vacuum- packagi ng shoul d be 
di scont i nued unt i l  t r ai ned 
oper at or s ar e avai l abl e 

6.  I nadequat e pr ocessi ng 
condi t i ons ( i . e.  gener al  
i nsani t ar y condi t i ons;  
i nappr opr i at e l ocat i on of  
vacuum- packagi ng oper at i on such 
as i n a st ockr oom,  or  packagi ng 
r eady- t o- eat  pr oduct s i n a r aw 
meat  cut t i ng ar ea;  et c. )  

Vacuum- packagi ng shoul d be 
di scont i nued i mmedi at el y unt i l  
t hi s condi t i on i s cor r ect ed.  
Pr oduct s shoul d be r emoved f r om 
sal e and t he f i r m shoul d be 
r equest ed t o vol unt ar i l y  
dest r oy t he pr oduct s.  I f  t hey 
r ef use,  t he pr oduct s shoul d be 
sei zed and sampl ed f or  pH,  Aw 
and bact er i ol ogi cal  anal yses,  
t o i ncl ude Li st er i a monocyt o-
genes (  SEE NOTE C BELOW)  

 
NOTE C -  I f  i t  i s  necessar y t o sei ze and sampl e any of  t hese 
pr oduct s,  t he sampl es,  i ncl udi ng any col l ect ed and sent  di r ect l y t o 
your  r egi onal  manager ,  must  be of f i c i al  sampl es.  
 
7- 30- 99 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I I I - 07 
For mer l y 025 & 36 

 
RETAI L APPLE and APPLE CI DER I NSPECTI ONS 
 
Packages shoul d be conspi cuousl y mar ked wi t h:  ( 1)  t he gr ower  or  
packer ’ s name and addr ess,  ( 2)  cor r ect  var i et y,  ( 3)  one of  of f i ci al  
st andar d gr ades ( 4)  cor r ect  s i ze,  and ( 5)  net  cont ent s.   The 
Vi r gi ni a Appl e Mar ki ng Law r equi r es t hi s i nf or mat i on t o be 
conspi cuousl y mar ked on each package " i n pl ai n wor ds and f i gur es on 
t he out si de,  or  a dur abl e st uf f er  wi t hi n and r eadi l y r eadabl e f r om 
t he out si de" ;  however ,  i f  t he t i e c l osur e on bagged appl es l i s t  
par t  of  t hi s i nf or mat i on i t  wi l l  be accept abl e.   Any pl acar ds or  
s i gns adver t i s i ng bul k or  packaged pr oduct s shoul d be f act ual ,  or  
r emoved.    
 
A st at ement  on t he I nspect i on Repor t  wi l l  l i st  t he number  and t ype 
of  packages whi ch ar e i n vi ol at i on,  t he r eason( s)  f or  t he f ai l ur e,  
as wel l  as t he appr oxi mat e net  wei ght .   I f  t he packages ar e not  
packed by t he st or e,  t he name and addr ess of  t he packer  shoul d al so 
be i ncl uded t o al l ow f or  f ol l ow- up at  t he packer  l evel ,  i f  deemed 
necessar y.   Vi ol at i ons t hat  ar e cor r ect ed wi l l  be so i ndi cat ed on 
t he I nspect i on Repor t .  
 

Exampl e ( a) :  65/ 3 l b.  bags of  appl es mar ked,  " Peaks of  
Ot t er  Or ch. ,  Bedf or d,  VA 24523,  Red Del i c. ,  2 
1/ 4 i n.  mi n. "  wer e mi sbr anded and of f er ed f or  
sal e i n t he r et ai l  ar ea as t hey di d not  
i ndi cat e a gr ade.  

 
Exampl e ( b) :  20 var i ous wei ght  packages of  appl es wer e 

mi sbr anded and of f er ed f or  sal e i n t he r et ai l  
ar ea,  i n t hat  no packer ' s name,  var i et y,  gr ade 
or  s i ze shown.  

 
 
APPLE JUI CE/ APPLE CI DER -  Pr oper  Washi ng of  Appl es t o Remove E. col i  
0157: H7 
 
Pr ocessor s of  appl e j ui ce and appl e c i der  shoul d be i nspect ed 
r egul ar l y,  i n accor dance wi t h our  i nspect i on f r equency of  f ood 
manuf act ur er s.   Dur i ng t hese i nspect i ons,  you shoul d obser ve t he 
appl e washi ng pr ocedur es t o i nsur e t hat  t hey ar e ef f ect i ve.   
Regul at or y aut hor i t y t o r equi r e t he washi ng of  r aw i ngr edi ent s 
cont ai ni ng soi l  exi st s i n CFR Par t  110 -  Good Manuf act ur i ng 
Pr act i ce i n Manuf act ur i ng,  Packi ng or  Hol di ng Human Food.  ( Subpar t  
E,  Sect i on 110. 80,  par agr aph ( a)  Raw Mat er i al s and Ot her  
I ngr edi ent s. )  
 
Check t he washi ng of  appl es t o i nsur e t hat  t he pr ocedur e i s 
suf f i c i ent  t o r emove soi l .   Thi s i s especi al l y i mpor t ant  i n 
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pr ocessor s who pr oduce unpast eur i zed ci der  and j ui ce.   Al so be sur e 
t o ask t he pr ocessor  i f  t hey ar e usi ng dr opped appl es i n t hei r  
pr oduct .   I f  t hey do,  make not e of  t hi s pr act i ce so we can i ncl ude 
i t  i n t he f i r m f i l e.  
 
Wat er  used i n t he washi ng of  appl es shoul d come f r om a pot abl e 
suppl y and wat er  used i n a common wash shoul d be of  adequat e 
sani t ar y qual i t y.   I f  t he washi ng oper at i on i t sel f  i s  not  
suf f i c i ent  t o r emove al l  soi l  f r om t he appl es br ushi ng may be 
necessar y.   Raw appl es shoul d be t hor oughl y exami ned t o make sur e 
al l  soi l  and soi l  r esi due i s r emoved.   I f  t he f i r m i s not  washi ng 
t hei r  appl es,  ur ge t hem t o do so,  c i t i ng t he danger s of  unwashed 
pr oduct  and t he danger s of  E. col i  0157: H7.   I f  you obser ve soi l  
pr esent  on appl es t hat  ar e t o be pr essed and pr ocessed i nt o appl e 
pr oduct s,  document  t hi s condi t i on on your  i nspect i on r epor t  as an 
obj ect i onabl e condi t i on wi t h a r ei nspect i on dat e of  t wo weeks.  When 
you r ei nspect  t he f i r m,  i f  t hey ar e st i l l  not  adequat el y washi ng 
t hei r  appl es,  c l assi f y t he i nspect i on as OAI ,  col l ect  a sampl e of  
t he f i ni shed pr oduct ,  and have i t  anal yzed f or  E. col i  1057: H7.   The 
pr oduct  shoul d be shi pped i n a r ef r i ger at ed condi t i on s i nce 
compet i ng or gani sms may suppr ess E. col i .   Of  cour se past eur i zat i on 
i s hi ghl y r ecommended f or  any appl e c i der  pr oduct s.   I f  t he appl e 
c i der  pr oduct  i s NOT past ur i zed,  you must  col l ect  a sampl e of  t he 
pr oduct  f or  E.  col i  0157: H7 ( l abor at or y code 226- 74 XMECOLI H7) .   
THI S I S MANDATORY!  
 
Ther eaf t er ,  we wi l l  handl e t he mat t er  admi ni st r at i vel y under  our  
vol unt ar y compl i ance gui del i nes.  ( i e:  Let t er  of  War ni ng,  et c. )  
 
 
Revi sed November  17,  1999 Edi t ed Apr i l  5,  2000 
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FI ELD OPERATI ONS MANUAL          
 

PROCEDURE I I I - 08 
For mer l y 002 

 
TEMPERATURES OF READY TO EAT POTENTI ALLY HAZARDOUS FOODS 
 
The f ol l owi ng pr ot ocol  t o det er mi ne t he cl assi f i cat i on and 
deposi t i on of  pot ent i al l y  hazar dous r eady- t o- eat  f oods:  
 
Hot  Foods:  
130° F- 140° F- - - - r eheat  t o 165° F*  
Less t han 130° F,  gr eat er  t han 4 hour s - - - dest r oy 
Less t han 130° F,  l ess t han 4 hour s - - - r eheat  t o 165° F*  
 
*  I t  i s  accept abl e f or  t he f i r m t o el ect  t o r api dl y chi l l  t he 
pr oduct  t o 45°  or  bel ow wi t hi n s i x ( 6)  hour s.  
 
Col d Foods:  
Gr eat er  t han 55° F f or  mor e t han 4 hour s - - - dest r oy 
Gr eat er  t han 55° F f or  l ess t han 4 hour s - - - r ef r i ger at e 
45° - 55° F- - - r ef r i ger at e  
 
Fr ozen Foods:  
Thawed f r ozen f oods ar e gener al l y a qual i t y  i ssue,  not  a f ood 
saf et y mat t er .   Dest r uct i on of  t hawed pr oduct  i s not  gener al l y 
necessar y.   However ,  i f  t he pr oduct  f al l s  wi t hi n t he par amet er s 
f or  col d f oods,  t ake t he appr opr i at e act i on i ndi cat ed above.  The 
di sposi t i on of  t he af f ect ed f oods i s a “ j udgement  cal l ” .   
 
I nspect i ons wi l l  gener al l y be gi ven an “ NAI ”  desi gnat i on unl ess  
t he f i r m needs t o be moni t or ed f or  compl i ance.  The deci s i on as t o 
whet her  an est abl i shment  shoul d be gi ven a “ VAI ”  desi gnat i on f or  
moni t or i ng pur poses wi l l  depend on a number  of  f act or s ( i . e.  
pr oduct  t emper at ur e,  amount  of  pr oduct  out  of  t emper at ur e,  
assessment  of  f i r ms desi r e t o compl y) .  I f  t he Food Saf et y 
Speci al i st  f eel s t hat  t he f i r m needs t o be moni t or ed t hen t hey 
shoul d c l assi f y t he i nspect i on “ VAI ”  and r equest  t hat  an 
i nf or mat i on l et t er  be sent  t o t he f i r m.   Thi s l et t er  wi l l  
i ndi cat e t he danger s of  hol di ng pot ent i al l y  hazar dous f oods at  
i nappr opr i at e t emper at ur es and wi l l  r equest  t he f i r m t o i ni t i at e 
cor r ect i ve act i on.   Pl ace “ I NF LTR”  on t he l i ne next  t o t he “ REG 
FU”  sect i on of  t he i nspect i on r epor t .  
 
I f  a f i r m want s t o use t i me/ t emper at ur e as a cont r ol  t hey must  
submi t  a wr i t t en HAACP pl an t o t he Regi onal  Of f i ce/ Manager .  
 
An “ OAI ”  desi gnat i on shoul d onl y be gi ven i n ext r eme 
ci r cumst ances wher e t her e have been r epeat ed vi ol at i ons.   
 
Edi t ed Apr i l  5,  2000 
Januar y 19,  2000 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I I I - 09 
For mer l y 027 

SELF- SERVE POTENTI ALLY HAZARDOUS FOODS 
 
 
 
I f  a r et ai l  f ood st or e wi shes t o of f er  r eady t o eat  pot ent i al l y  
hazar dous f oods on a sel f - ser ve basi s,  t hey shoul d be i nf or med t hat  
t hey t ake on added r i sks and r esponsi bi l i t i es and t hese oper at i ons 
ar e eval uat ed on a case by case basi s.  The par amet er s used i n 
eval uat i ng t hese oper at i ons i ncl ude t he moni t or i ng of  pr oduct  
t emper at ur es,  a sani t ar y met hod of  di spensi ng t he pr oduct ,  and a 
pr oper  di spl ay t hat  wi l l  di scour age consumer s f r om t ouchi ng and/ or  
cont ami nat i ng t he pr oduct .   The di spl ay shoul d al so be conduci ve t o 
const ant  moni t or i ng of  t hese oper at i ons by st or e per sonnel  t o 
i nsur e t hat  ut ensi l s and di spenser s ar e pr oper l y used and t hat  f ood 
i s not  cont ami nat ed by consumer s.  Equi pment  and di spl ay f aci l i t i es 
shoul d be desi gned,  const r uct ed,  i nst al l ed and mai nt ai ned 
consi st ent  wi t h good publ i c heal t h pr i nci pl es.  
 
The of f er i ng of  sel f - ser ve r aw f oods ot her  t han FROZEN SHRI MP & 
LOBSTER shal l  not  be al l owed.  I n t he case of  r aw/ uncooked f r ozen 
shr i mp,  t he pr oduct  shoul d be di spl ayed i n a met hod t hat  wi l l  not  
cont ami nat e ot her  f ood pr oduct s.  The pr oduct  shoul d be di spl ayed 
hi gh enough t o di scour age chi l dr en f r om t ouchi ng i t  and a sani t ar y 
scoop shoul d be avai l abl e t o di spense t he pr oduct .   The di spl ay 
equi pment  shoul d be capabl e of  mai nt ai ni ng t he pr oduct  i n a f r ozen 
st at e and shoul d be pl aced i n an ar ea t hat  i s conduci ve t o const ant  
moni t or i ng by empl oyees.  
 
Al l  ot her  r aw/ uncooked pot ent i al l y  hazar dous f ood pr oduct s shal l  
not  be of f er ed f or  sal e as sel f - ser vi ce.  
 
FOR REFERENCE ONLY -  FOOD CODE 3- 306. 13 
 
 
 
 
 
 
Revi sed 10- 27- 99  
Edi t ed Apr i l  5,  2000 
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 OPERATI ONS MANUAL 
 

PROCEDURE I I I - 10 
For mer l y 026 

 
SI NK REQUI REMENTS I N FOOD ESTABLI SHMENTS 
 
To hel p c l ar i f y s i t uat i ons wher e si nks may or  may not  be r equi r ed 
wi t hi n f ood est abl i shment s,  t he f ol l owi ng gui del i nes have been 
devel oped i n or der  t o keep t he enf or cement  of  t he si nk r equi r ement s 
consi st ent  acr oss t he st at e.  
 
GENERAL REQUI REMENTS 
 
Hand si nks and equi pment  si nks,  i n suf f i ci ent  number s and pr oper l y 
l ocat ed,  ar e r equi r ed i n any est abl i shment  wher e f ood pr oduct s ar e 
manuf act ur ed,  pr ocessed or  ot her wi se handl ed i n an unpackaged f or m.  
These si nks must  be equi pped wi t h hot  and col d wat er  under  
pr essur e.   ( The si ze of  t he f ood handl i ng/ manuf act ur i ng oper at i on 
has not hi ng t o do wi t h whet her  or  not  t hese si nks ar e r equi r ed) .  
 
EXCEPTI ONS:  
 
I n meat  depar t ment s,  t hat  handl e st r i ct l y r aw meat  pr oduct s,  a 
separ at e hand si nk i s not  necessar y.  The meat  depar t ment  must  have 
an equi pment  si nk suppl i ed wi t h hot  and col d wat er  under  pr essur e,  
and a hand si nk wi t h hot  and col d wat er  under  pr essur e i s wi t hi n 
t he est abl i shment .   Thi s except i on appl i es t o exi st i ng f aci l i t i es 
onl y and i s not  i nt ended t o exempt  new f aci l i t i es or  exi st i ng 
f aci l i t i es t hat  under go r emodel i ng;  new f aci l i t i es or  exi st i ng 
f aci l i t i es under goi ng r emodel i ng must  f ul l y compl y wi t h t he Ret ai l  
Food St or e Regul at i ons.  
 
A hand si nk l ocat ed i n a r est  r oom may be accept abl e f or  use as a 
pr ocessi ng ar ea hand si nk i f  t he f ol l owi ng r equi r ement s ar e met .  
Sai d s i nk i s t o be conveni ent  t o t he pr ocessi ng ar ea,  i t  i s  t o be 
pr oper l y pl umbed wi t h hot  and col d wat er  under  pr essur e,  and shoul d 
be avai l abl e at  al l  t i mes.  
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EXAMPLES OF CLASSI FI CATI ONS OF I NSPECTI ONS 

 
Pr obl em Cl assi f i cat i on 

Hot  wat er  not  avai l abl e 
DI SCONTI NUE FOOD SERVI CE 

VAI  – 2 weeks 

Hot  wat er  i s not  avai l abl e on 
second vi s i t  

DISCONTINUE FOOD SERVICE 

OAI  

No mul t i pl e compar t ment  
equi pment  s i nk 

VAI  – 30 days 

No mul t i pl e compar t ment  
equi pment  s i nk on second vi s i t  

OAI  

No conveni ent  hand si nk t o t he 
pr ocessi ng ar ea or  r est r oom 

VAI  – 30 days 

No conveni ent  hand si nk t o t he 
pr ocessi ng ar ea on second vi s i t  

OAI  

No hot  wat er  at  conveni ent  hand 
si nk 

VAI  – 30 days 
 

No hot  wat er  at  conveni ent  hand 
si nk on second vi s i t  

OAI  

No hot  wat er  at  r est r oom hand 
si nk but  anot her  hand si nk i s  
conveni ent  t o f ood ser vi ce and 
i s pr oper l y pl umbed wi t h hot  and 
col d r unni ng wat er  

NAI  

Equi pment  si nk i s pr esent  i n t he 
exi st i ng meat  pr ocessi ng ar ea 
wi t hout  a hand si nk,  but  t her e 
i s a hand si nk wi t hi n t he 
est abl i shment  

NAI  

 
NOTE:  SUPPLY ALL PERTI NENT I NFORMATI ON I N REFERENCE TO THE 
PLUMBI NG AND FOOD SERVI CE ON THE I NSPECTI ON REPORT TO THE OFFI CE.  
 
Monday,  Jul y 17,  2000 
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Name / Address 
 

Pie Type / Shelf Life / Code 
 

Other Information
 
American Products Co., 
Inc     101741 Miller Rd.      
               Dallas, TX  75236 

 
Pumpkin Pie, Pecan Pie, 
Chocolate Chess Pie, Lemon 
Chess Pie - 5 day shelf life  
Buttermilk Chess Pie - 3 day 
shelf life 

 
Labeled "Refrigerate After Purchase"  "SSP"
tin 

 
Best Foods Baking Co.      
         30 Inez Drive              
                  Bay Shore,  NY  
11706 

 
Entenmann's Deluxe French 
Cheesecake                             
        Entenmann's Pumpkin 
Pie: 3 day shelf life 

 
Labeled "Sell By" Y  umpkin pie may also be sold under the 
label "General Foods Corporation  250 North St.  White Plains, 
NY  10625." 

 
Blue Bird Baking 
Company        521 Kiser 
Street                        
Dayton, OH   45404 

 
Pre-baked Pumpkin Pies:         
      22 oz and 32 oz sizes 

 
3 day shelf life.  May also be labeled with Holmes Apple Farms 
or Family Secret  Labeled "Refrigerate after opening"

 
Bonerts Slice of Pie            
        3144 West Adams 
Street          Santa Ana, CA 
  92704 

 
Sweet Potato pie and No 
Sugar Added Pumpkin Pie:     
5 day shelf life 

 
NOTE:  8" Egg Custard and 8" Coconut Custard Pies are not 
shelf stable. 

 
CGI Desserts, Inc.               
       5065 Westheimer, Ste. 
700      Houston, TX  77056 
                     phone:  
713-439-1000                   
Sold at Food Lion 

 
7" Layer - 5 day shelf stable     
         Black Forest Cake, 
Carrot Cake, Sinfully 
Chocolate, Red Velvet Cake, 
Coconut Delight, Sinfully 
White, and Golden Vanilla 
Cake 

 
CAKES THAT ARE NOT SHELF STABLE
Chocolate, Carmel Apple Cheese Tart, Candy Mountain with 
Reese's Peanut Butter Cups, Vesuvius.

 
Country Home Bakers        
         302 28th ., S.E.           
             Grand Rapids, MI  
49548  

 
Pumpkin Pie:  3 day shelf life   
        Sweet Potato Pie: 2 day 
shelf life (post bake) 
Note: Both pies sold raw, 
cooked at store and sold in 
store containers. 
Prebaked pumpkin pies: 3 day 
shelf life  

 
Also sold under Jessie Lord, Readi-Bake, and Sanders     
Labeled "Refrigerate After Opening"  coded:  JL
of pie tin 
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Davis Bakery, Inc.               
          1600-C Roseneath 
Road            Richmond, VA 
  23230 

 
Lemon, Pecan, and Chocolate 
Fudge Pies 

 
 

 
H. C. Brill Co., Inc               
         1912 Montreal Rd.      
             Tucker, GA  30084 

 
Ready-to-use Fillings:   
Bavarian Cream, Lemon, 
Chocolate, Key Lime, and 
Powdered Meringue Mix 

 
All fillings are acidified foods   NOTE:    The meringue mix must 
be prepared in accordance to the labeled instructions 

 
Kyger's Bakery, Inc.           
       3825 Street Road 38 E. 
               P.O. Box 4731      
                    Lafayette, IN   
47903 

 
Lemon, Banana, Butterscotch, 
Coconut, and Chocolate Filling 
and Meringue Pies 

 
 

 
M. L. Dessert Corporation 
T/A Michele's Family 
Bakery            7746 
Dungan Road                    
Philadelphia, PA   19111    
               

 
Pre-baked Pumpkin Pie:  3 day 
shelf life 

 
Side of box has "REG. PENNA. DEPT. AGR (MLD)" and 
"CONN. LIC. 1662"  Pies found mostly in Safeway Stores, Inc in 
Northern VA 

 
Mrs. Smith's Bakeries, Inc. 
           2900 Flowers 
Industrial Way     
Suwanee, GA   30024 

 
Coconut, Chocolate, and 
Lemon Meringue Pies               
                 Pumpkin Pie and 
Sweet Potato Pie:  coded on 
bottom of tin "CT3934"   
Pre-baked Pumpkin pie: 3 day 
shelf life after thawing 

 
Also sold under Pies, Inc. and Our Special Touch Bakeries, Inc. 
              NOTE:  Sweet potato and Pumpkin pies  
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Pies Incorporated               
       300 Lake Hazeltine 
Drive            Chaska, MN   
55318 

Pumpkin Pie:  3 day shelf life Must be packaged in Pies, Inc. labeled container 

 
Plush Pippin Corporation  
         21331 88th Place 
South              Kent, 
Washington   98031 

Pumpkin Pie:                            
        8" pre-baked   code 
-44214               9" pre-baked   
code -24214               10" 
pre-baked code -54514            
   8" un-baked    code -43214   
             9" un-baked code 
-23214/ 51214       10" 
unbaked   code -58514             
   Lemon Meringue Pies:           
          8" pre-baked   code 
-42340               9" pre-baked   
code -22340 

 
First five digits on bottom of pie tin are the manufacturer's code 
33764. The last five digits are the codes listed to the left of this 
column. Lemon Meringue and Pumpkin pies have a 4 day shelf 
life. 

 
Rich Products Corporation 
          1150 Niagara Street  
               Buffalo, NY  
14213 

 
Pumpkin pie:   5 day shelf life   
        
8" pre-baked     code -30390    
         10" pre-baked   code 
-30453             8" un-baked      
code -04482              10" 
un-baked    code -14760           
    Buttercreme:  7 day shelf life 

 
Label may not contain Rich Products as manufacturer therefore 
look for the code listed to the left of this column. 

 
Sara Lee Bakery / Country 
Commons                            
      3727 Ventura Dr.           
            Arlington Heights,  
IL  60004 

 
Sweet Potato Pie:                     
         8" un-baked    code 
-5827                 10" un-baked  
 code -5870  
 8" pre-baked   code -5826 
10" pre-baked  code -5834   

 
All pies will have the following on the bottom of the tin:               
           NPH-AT-3 + four digit number  NPH = non potentially 
hazardous   AT = ambient temperature display and sale 3 = 
shelf life  AND  the UPC code will display the four digits listed   
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Pumpkin Pie:                            
8"un-baked    code -5302         
          9"un-baked    code 
-5835               10" un-baked   
code -5804                  8" 
pre-baked  code -5301             
   10" pre-baked code -5805     
            8" Pre-baked "no sugar 
added"      Pumpkin Pie:  code 
on bottom of     tin  NPH-AT-3  
0652                                         
        

 
Sarsfield Foods Limited     
        P.O. Box 368               
                 15 Roscoe Drive 
                       Kentville, 
N.S.   B4N 3X1             
Canada 

 
Pumpkin Pie:                            
          8"   ;  24 oz  Code  
16123                  9"   ;  37 oz  
Code   47923                 10" ;  
44 oz   Code  61223 

 
All pies will have the following on the bottom of the tin:               
           NPH-AT-3 + five digit number    
NPH = non potentially hazardous 
AT = ambient temperature display and sale 3 = shelf life 

 
Western Country Pies        
           250 West 
Crossroads Sq.             
Salt Lake City,  UT   84115 

 
Pumpkin, Sweet Potato, 
Lemon Meringue, Chocolate 
Meringue, Coconut Meringue 
Pies 

 
Coded with "WCP  S/S" on the bottom of tin  WCP = firm name  
S/S =  shelf stable 
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PRODUCTS, OTHER THAN PIES, THAT HAVE BEEN TESTED 

for  pH and Aw, or  other  documentation has been received concerning shelf stability of the product 
 
Dawn Food Products, Inc. Ruhl Fondant Product used as a glaze or an ingredient in 

icing and contains > 90 sugars  
pH: 0.79 Aw: Undetermined due to the 
nature of the product. 

Unilever  (L ipton) 
 

“Country Crock Churnstyle Spread”  Product maybe unrefrigerated, but is 
labeled with a conservative “Keep 
Refrigerated”  to maintain quality. 
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FI ELD OPERATI ONS MANUAL 
 

Pr ocedur e I I I - 12 
New 

 
FOODS,  I NCLUDI NG “ PI ES”  ACCEPTABLE FOR UNREFRI GERATED RETAI L 

DI SPLAY 
 
Some f ood pr oduct s and especi al l y pi es,  e. g.  pumpki n,  sweet  
pot at o,  cust ar d t ype pi es et c. ,  t r adi t i onal l y,  due t o 
f or mul at i on,  have been cl assi f i ed as “ pot ent i al l y  hazar dous”  f ood 
pr oduct s r equi r i ng r ef r i ger at i on.   However ,  some manuf act ur er s,  
agai n,  by f or mul at i on,  have made t hei r  pr oduct  “ shel f  st abl e”  and 
can no l onger  be consi der ed as pot ent i al l y  hazar dous.    
 
For  a quest i onabl e f ood pr oduct ,  by any manuf act ur er ,  i ncl udi ng 
home oper at or s,  t o be consi der ed “ shel f  st abl e” ,  t hey must  submi t  
t he appr opr i at e dat a t o t he Food Saf et y Cent r al  Of f i ce f or  r evi ew 
and accept ance.   When t hei r  pr oduct  i s accept ed as “ shel f  
st abl e” ,  t he pr oduct  wi l l  be i ncl uded i n t he at t ached t abl e.  
 
Not e:   Our  agency does not  “ appr ove”  f ood pr oduct s.   We onl y 
“ accept ”  t he pr oduct / pr ocess.  
 
 
 
 
 
Januar y 31,  2000 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I I I - 13 
For mer l y 010 

 
COMPLI ANCE ACTI ONS FOR OUTDATED I NFANT FORMULA 
 
Each and ever y t i me you f i nd out dat ed i nf ant  f or mul a ( or  
i nf ant  f or mul a wi t hout  an open code dat e)  bei ng of f er ed f or  
sal e,  l i s t  t hi s noncompl i ance as an obj ect i onabl e condi t i on 
on an i nspect i on r epor t  i ndi cat i ng bot h t he number  of  
cont ai ner s i nvol ved and t he act ual  dat es on t he cont ai ner s.  
I n addi t i on r equest  and wi t ness t he vol unt ar y dest r uct i on of  
t he v i ol at i ve cont ai ner s.  I f  t he f i r m r ef uses t o vol unt ar i l y  
dest r oy t he i nf ant  f or mul a pl ace i t  under  sei zur e.  
 
Li st  t he pounds dest r oyed or  sei zed on t he dat a ent r y 
sect i on of  t he i nspect i on r epor t .  
 
Exampl e:  Fi ve/ 13 oz.  cans of  Si mi l ac I nf ant  For mul a wer e 
obser ved out dat ed( 1 NOV 98)  and bei ng of f er ed f or  sal e on 
t he r et ai l  shel f .  
 
 
 
 
 
 
 
REVI SED Jul y 1999 
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FIELD OEPRATIONS MANUAL   
 

PROCEDURE I I I - 14 
New 

 

RETAIL EGG INSPECTION 
 
The i nspect i on of  eggs on t he r et ai l  l evel  i s  t o be i ncor por at ed 
i nt o your  r out i ne i nspect i on of  r et ai l  est abl i shment s.   Thr ee 
l ot s of  eggs wi l l  be i nspect ed at  each f i r m,  sever al  car t ons of  
each l ot .   The i nspect i on wi l l  consi st  of  t emper at ur e check and 
vi sual  exami nat i on of  t he eggs f or  checks,  l oss eggs.  ( di r t y eggs 
and l eaker s) .  
 
I f  t he eggs ar e not  r ef r i ger at ed at  l ess t han 45 degr ees F. ,  you 
shoul d have t he f i r m r ef r i ger at e t he eggs i mmedi at el y.  
 
I f  you encount er  a pr obl em wi t h di r t y eggs and/ or  l eaker s i n 
excess of  2%,  or  wi t h checked eggs i n excess of  9%,  management  
shoul d be not i f i ed and gi ven an oppor t uni t y t o r e- wor k t he eggs.  
 I f  t hi s can not  be done by t he t i me t he i nspect i on i s compl et ed,  
t he eggs wi l l  have t o be sei zed unt i l  t he i nspect or  has an 
oppor t uni t y t o r et ur n t o t he est abl i shment  t o r e- i nspect  t he 
eggs.   I f  t he f i r m does not  wi sh t o r e- wor k t he eggs,  t he l ot  
shoul d be r emoved f r om sal e and r et ur ned t o t he pr ocessor  f or  r e-
wor ki ng.   Act ual  candl i ng of  eggs i s not  necessar y except  i n 
s i t uat i ons wher e i t  coul d assi st  i n t he det er mi ni ng a v i ol at i on 
i nvol v i ng check eggs.   ( i .  e.  When checks ar e appr oachi ng 10%) .  
 
I n al l  i nst ances wher e vi ol at i ons ar e encount er ed,  document at i on 
on t he I nspect i on Repor t  shoul d i ncl ude a descr i pt i on of  t he 
v i ol at i on,  t he number  of  dozens of  eggs i n v i ol at i on and t he 
pr oducer ’ s name or  P- number .   
 
Revi sed August  99 Edi t ed Apr i l  5,  2000 
 
Or i gi nal l y dr af t ed by JAM  
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I I I - 15 
For mer l y 015 

 
WI LD GAME AND CUSTOM( UNI NSPECTED) MEAT PROCESSI NG 
 
When i nspect i ng any meat  pr ocessi ng ar ea you shoul d det er mi ne i f  
t he meat  has been pr evi ousl y i nspect ed.   Meat  and/ or  cont ai ner s 
t hat  have a USDA pl ant  # or  Vi r gi ni a Meat  I nspect i on #,  shoul d be 
consi der ed as i nspect ed.  I f  t hi s i s t he case,  t hen t r eat  t he 
i nspect i on l i ke you woul d any ot her  i nspect i on of  a meat  pr ocessi ng 
ar ea.   
 
I f  you det er mi ne t hat  t he meat  i s uni nspect ed,  you shoul d det er mi ne 
i f  i t  i s  wi l d game such as,  squi r r el ,  opossum,  deer ,  muskr at ,  
beaver ,  and/ or  r abbi t ,  et c. ,  or  i t  i s  meat  t hat  f al l s  under  
j ur i sdi ct i on of  t he Whol esome Meat  Act  such as por k,  sheep,  goat ,  
hor se,  cow,  and/ or  poul t r y.  
 
Any est abl i shment  t hat  pr ocesses t he ( non- wi l d game)  uni nspect ed 
meat  shoul d be per mi t t ed by St at e Meat  I nspect i on.  " Uni nspect ed 
meat "  pr ocessi ng means t he cut t i ng,  sl i ci ng,  gr i ndi ng,  et c.  of  meat  
or  poul t r y( non- wi l d game)  t hat  has not  been i nspect ed by ei t her  
USDA or  VDACS.   Est abl i shment s can not  sel l  uni nspect ed meat s of  
t r adi t i onal  ani mal s,  such as por k,  beef ,  sheep,  goat ,  poul t r y,  and 
hor se.  ( An exampl e of  t hi s i s Far mer  Br own r ai ses hi s hogs and set s 
asi de one f or  f at t eni ng at  t he end of  t he year .   Af t er  t hat  hog i s 
f at t ened wi t h gr ai n i s i s s l aught er ed.   I t  i s  t hen cut ,  gr ound,  
s l i ced,  and packaged t he way Far mer  Br own want s i t  at  hi s l ocal  
st or e t hat  has a meat  depar t ment  wi t h a cust om pr ocessi ng per mi t  
f r om Meat  I nspect i on.   When t he hog has been t ot al l y pr ocessed,  
Far mer  Br own comes back t o t he st or e and pi cks up hi s packages of  
meat  and t akes t hem home f or  hi m t o use t hr oughout  t he year .   These 
pr oduct s ar e not  sol d at  t he f i r m,  but  a f ee i s pai d f or  t he act ual  
pr ocessi ng of  t hem. )  I f  you f i nd a f i r m t hat  i s conduct i ng t hi s 
t ype of  " uni nspect ed meat "  pr ocessi ng oper at i ons -  you shoul d do 
t he f ol l owi ng:  
 
1.  Ask t o see t he cust om pr ocessi ng exempt i on cer t i f i cat e i ssued 

by VDACS Meat  I nspect i on.   I f  t hey have one,  t hen r ef er  t o t he 
MOU bet ween Dai r y and Foods and Meat  I nspect i on dat ed Apr i l  
24,  1998.   I t  det ai l s t he i nspect i onal  r esponsi bi l i t i es 
bet ween t he t wo of f i ces and i s at t ached.  

 
 
2.  I f  t hey do not  have one,  t hen advi se t he 

owner / oper at or / manager  t o cont act  St at e Meat  I nspect i on and 
appl y f or  a per mi t  of  exempt i on,  or  t hey can di scont i nue 
pr ocessi ng t hat  par t i cul ar  k i nd of  meat .   The r esponsi bi l i t y  
f or  cont act i ng St at e Meat  I nspect i on ( 804. 786. 4569)  t o obt ai n 
a per mi t  of  exempt i on l i es wi t h t he management  of  t he f i r m.  
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The Food Saf et y Speci al i st  wi l l  al so r epor t  t he f i ndi ngs i n 
t he I nspect i on Repor t .  

 
3.    Advi se t he owner / oper at or / manager  t hat ,  when he pr ocesses 

uni nspect ed meat ,  he must  t hor oughl y cl ean and sani t i ze al l  of  
t he equi pment  ( t hat  came i n cont act  wi t h t he uni nspect ed meat )  
pr i or  t o usi ng i t  agai n t o pr ocess i nspect ed meat .  

      
I n addi t i on t o Meat  I nspect i on handl i ng t he pr ocessi ng of  t he 
t r adi t i onal  meat s such as beef ,  por k,  and poul t r y,  t hey al so 
conduct  i nspect i ons on some exot i c meat s on r equest  -  such as emu,  
ost r i ch,  and buf f al o.    
  
Any est abl i shment  t hat  pr ocesses wi l d game such as deer ,  r abbi t s,  
opossums,  et c. . .  wi l l  f al l  under  t he j ur i sdi ct i on of  t he Of f i ce of  
Food Saf et y.   ( An exampl e of  t hi s woul d be Hunt er  Jane ki l l s  a 
pr i ze buck deer  and not  onl y want s t o mount  t he head,  but  al so 
want s t o get  t he meat  cut  i nt o some st eaks,  r oast s,  and some gr ound 
i nt o bur ger  meat - and t hen packed f or  f r eezi ng.   Af t er  she beheads,  
evi scer at es,  and r emoves t he hi de she t akes i t  t o t he l ocal  mar ket  
t hat  has a meat  depar t ment  t hat  i s  i nspect ed by OFS.   She l eaves 
t he deer  and r et ur ns t o pi ck up t he packed pr oduct s and pays t he 
but cher  f or  t he ser vi ce.   I n t hi s s i t uat i on t he but cher  i s bei ng 
pai d f or  t he ser vi ce- not  f or  t he meat . )     The meat  i s not  r equi r ed 
t o be i nspect ed and t he Of f i ce of  Food Saf et y ( OFS)  cannot  pr ohi bi t  
t hi s act i v i t y.   Addi t i onal l y,  t he pr ocessi ng f aci l i t y  woul d not  
have t o appl y f or  a per mi t  of  exempt i on si nce wi l d game i s not  
cover ed by t he Whol esome Meat  Act .   Ther e ar e some gui del i nes t hat  
must  be adher ed t o:  

 
1.   Advi se t he owner / oper at or / manager  t hat ,  when he/ she pr ocesses 

uni nspect ed meat ,  he/ she must  t hor oughl y c l ean and sani t i ze 
al l  of  t he equi pment  ( t hat  came i n cont act  wi t h t he 
uni nspect ed meat )  pr i or  t o usi ng i t  agai n t o pr ocess i nspect ed 
meat .   I f  t hi s i s a f aci l i t y t hat  ut i l i zes t he same pr ocessi ng 
ar ea f or  i nspect ed meat s -  i t  shoul d be st r ongl y r ecommended 
t hat  t he pr ocessi ng of  non i nspect ed meat s t ake pl ace at  t he 
end of  t he day,  j ust  pr i or  t o c l eanup.  

 
2.  Keep i n mi nd t hat  t he above ment i oned meat s may har bor    ser i ous 

communi cabl e di seases,  such as t ul ar emi a i n r abbi t s,  har es,  
muskr at s,  beaver s and some domest i c ani mal s.  Caut i on shoul d be 
exer ci sed when handl i ng t hese pr oduct s.  

 
3.    The act ual  s l aught er  ( k i l l i ng,  gut t i ng,  bl eedi ng,  and    

ski nni ng)  of  t he ani mal s shoul d be done out si de of  t he act ual  
pr ocessi ng ar ea i n an ar ea desi gnat ed as a “ k i l l  r oom”  or  
“ k i l l  f l oor ” .   Thi s pr ocessi ng st ep wi l l  gr eat l y r educe t he 
r i sk of  cont ami nat i on by bact er i a f r om t he gut s,  f eces and 
hai r  f r om t he hi de.  

   
4.  Ther e i s no pr obl em wi t h t he f aci l i t y get t i ng a monet ar y f ee f or  

pr ocessi ng t he ani mal s,  but  gener al l y speaki ng,  i t  i s unl awf ul  



98 

t o sel l  t he act ual  wi l dl i f e ( any non- domest i cat ed member  of  
t he ani mal  k i ngdom)  meat  EXCEPT as speci f i cal l y per mi t t ed by 
l aw or  r egul at i on.   The pr obl em i s i n t he except i on.   I t  seems 
t her e ar e any number  of  speci f i c  except i ons or  aut hor i zed 
avenues f or  t he sal e of  var i ous wi l d l i f e speci es.   Some ar e 
mor e f ar  r eachi ng t han ot her s.   Si nce t hi s mat t er  i s so 
compl ex,  i t  i s  r ecommended t hat  i f  you encount er  t he SALE of  
wi l d game of  any t ype,  you cont act  a r epr esent at i ve of  t he 
Vi r gi ni a Depar t ment  of  Game and I nl and Fi sher i es or  t he Mar i ne 
Resour ces Commi ssi on,  t o det er mi ne i f  t he pr oduct  i s “ l egal ”  
i n t he f i r st  pl ace.   Locat i ons and phone number s of  t he 
Depar t ment ’ s of f i ce ar e l i s t ed bel ow:  

 
To obt ai n addi t i onal  i nf or mat i on f or  wi l d game and f r esh wat er  

f i sh:  
 

Gener al l y,  f i sh caught  by r ecr eat i onal  f i sher men can not  be sol d 
f or  r et ai l  sal e.  Onl y f i sh caught  by f i sher men who have a 

commer ci al  f i shi ng l i cense can sel l  t hei r  cat ch f or  r esal e.  
 
Cal l  1- 800- 237- 5712 
 
or  
 
E- mai l :  wi l dcr i me@dgi f . st at e. va. us  
 
When r equest i ng i nf or mat i on,  be sur e t o have avai l abl e t he bel ow 
i nf or mat i on i n t he event  a v i ol at i on has occur r ed:   
    
 What  t ype of  act i v i t y i s t aki ng pl ace? 
     
 Wher e i s i t  t aki ng pl ace- ci t y,  count y,  name of  f aci l i t y? 
     
 Who was i nvol ved,  descr i bi ng per sons( names i f  known) vehi c l es 

( l i cense number s ar e cr uci al ) - i f  appl i cabl e,  names of  ot her  
wi t nesses.   

     
 When di d i t  happen ( dat e and t i me ar e ver y i mpor t ant ! )  
 
 What  speci f i c  ani mal s ar e bei ng sol d? 
 
Regi onal  Of f i ces  
                                 
Regi on I  
                                5806 Moor et own Road 
                                Wi l l i amsbur g,  VA 23188 
                                Phone:  ( 757)  253- 7072 
                                Fax:  ( 757)  253- 4182 
Regi on I I  
                                910 Thomas Jef f er son Road 
                                For est ,  VA 24551- 9223 
                                Phone:  ( 804)  525- 7522 
                                Fax:  ( 804)  525- 7720 
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Regi on I I I  
                                1796 Hi ghway Si xt een 
                                Mar i on,  VA 24354 
                                Phone:  ( 540)  783- 4860 
                                Fax:  ( 540)  783- 6115 
 
Regi on I V 
                                4725 Lee Hi ghway 
                                P. O.  Box 996 
                                Ver ona,  VA 24482 
                                Phone:  ( 540)  248- 9360 
                                Fax:  ( 540)  248- 9399 
 
Regi on V 
                                1320 Bel man Road 
                                Fr eder i cksbur g,  VA 22401 
                                Phone:  ( 540)  899- 4169 
                                Fax:  ( 540)  899- 4381  
                                  
Di st r i ct  Of f i ces  
  
Ashl and 
                                12108 Washi ngt on Hi ghway 
                                Ashl and,  VA 23005 
                                Phone: ( 804) 752- 5502 ( game)  
                                Phone: ( 804) 752- 5503 ( Fi sh. )  
                                Fax:  ( 804)  752- 5505 
 
 Bl acksbur g  
                        Dr aper  Aden Bui l di ng 

                                2206 S. Main Street, SuiteC 
                                Bl acksbur g,  VA 24060 
                                Phone:  ( 540)  951- 7923 
                                Fax:  ( 540)  951- 8011 
Char l ot t esvi l l e 
                                900 Nat ur al  Resour ces Dr i ve 
                                Sui t e 1060 
                                Char l ot t esvi l l e,  VA 22903 
                                Phone:  ( 804)  296- 4731 
                                Fax:  ( 804)  979- 0927 
Far mvi l l e 
                                HC 6,  Box 46 
                                Far mvi l l e,  VA 23901 
                                Phone:  ( 804)  392- 9645 
                                Fax:  ( 804)  392- 1415 
 
Suf f ol k  
                                5268 Godwi n Boul evar d 
                                Suf f ol k,  VA 23434 
                                Phone:  ( 757)  255- 0523 
                                Fax:  ( 757)  255- 0626 
 Vi nt on 
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                                209 East  Cl evel and Avenue 
                                Vi nt on,  VA 24179 
                                Phone:  ( 540)  857- 7704 
                                Fax:  ( 540)  857- 7532   
 

To obt ai n addi t i onal  i nf or mat i on concer ni ng sal t  wat er  f i sh and 
cr abs:   

 
 
 

Generally, fish caught by recreational fishermen can not be sold for retail sale. Only fish caught 
by fishermen who have a commercial fishing license can sell their catch for resale. 

 
 
Mar i ne Resour ce Commi ssi on 
 
2600 Washi ngt on Avenue 
Newpor t  News,  VA 23607- 0756 
Of f i ce Hour s:  Monday t hr ough Fr i day,  8: 15 A. M.  -  5: 00 P. M.  

Mai n Of f i ce ( 757)  247- 2200 

 
V/ TDD ( 757)  247- 2292 

 
I nf or mat i on and Emer gency Hot l i ne 1- 800- 541- 4646 V/ TDD 

 
 
Revi sed Febr uar y 28,  2000 
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FIELD OPERATIONS MANUAL 
 

Pr ocedur e I I I - 16 
For mer l y 028 

 
PRELI MI NARY I NSPECTI ONS OF PROPOSED WATER BOTTLI NG SI TES 
 
Whenever  you ar e r equest ed t o conduct  a pr el i mi nar y i nspect i on of  a 
pr oposed wat er  bot t l i ng oper at i on ( i . e.  i nspect i on of  a spr i ng si t e 
f or  appr oval / di sappr oval  as a wat er  sour ce)  you shoul d f i r st  obt ai n 
as much i nf or mat i on as possi bl e concer ni ng t he pr oposed oper at i on 
t o assur e t hat  t he oper at i on wi l l  be wi t hi n our  ar ea of  
j ur i sdi ct i on.   I f  t he pr oposed oper at i on i s wi t hi n our  
j ur i sdi ct i on,  you shoul d t hen cont act  t he appr opr i at e Regi onal  
Of f i ce of  t he Vi r gi ni a Depar t ment  of  Heal t h- Of f i ce of  Wat er  
Pr ogr ams f or  t he par t i cul ar  count y wher e t he wat er  sour ce i s 
l ocat ed ( see t he at t ached map) .   You shoul d ar r ange a j oi nt  v i s i t  
wi t h t he Wat er  Pr ogr ams engi neer  t o t he s i t e of  t he pr oposed 
oper at i on.   The Wat er  Pr ogr ams engi neer  wi l l  make r ecommendat i ons 
on whet her  t he si t e wi l l  be accept abl e as a wat er  sour ce,  and wi l l  
advi se us on sour ce pr ot ect i on ( i . e.  how t o bui l d t he spr i ng 
ci st er n t o pr event  sur f ace wat er  cont ami nat i on,  how f ar  down i n t he 
gr ound t o pl ace t he si des of  t he spr i ng box t o pr ecl ude sur f ace 
wat er  seepi ng i nt o t he suppl y,  shoul d t he gr ound be sl oped away 
f r om t he spr i ng box,  et c. ) .   These r ecommendat i ons ar e advi sor y.   
However ,  t hese engi neer s have t he exper t i se i n pr ot ect i on of  wat er  
sour ces,  and i t  i s  unl i kel y t hat  we woul d ever  ser i ousl y modi f y 
t hese r ecommendat i ons.   I n addi t i on t o t hese r ecommendat i ons,  t he 
engi neer s may r equi r e t hat  speci f i c  t est s be per f or med,  some of  
whi ch may t ake a consi der abl e amount  of  t i me,  and t hey may 
r ecommend var i ous t r eat ment s f or  t he wat er  suppl i es t o be 
consi der ed saf e.  
 
I f  i t  i s  det er mi ned t hat  t he s i t e wi l l  be unaccept abl e f or  wat er  
bot t l i ng pur poses,  t he per son pr oposi ng t he bot t l i ng oper at i on 
shoul d be i nf or med of  t hi s deci s i on.   However ,  i f  t he s i t e i s 
accept abl e,  t he pr oposed oper at or  shoul d be i nf or med of  what  
modi f i cat i ons ar e necessar y t o pr oper l y pr ot ect  t he wat er  sour ce,  
and r ecommendat i ons shoul d be made f or  set t i ng up t he wat er  
bot t l i ng oper at i on i n compl i ance wi t h t he Vi r gi ni a Food Laws and 
appl i cabl e r egul at i ons.   To t hat  end,  you shoul d r evi ew and l eave 
wi t h t he oper at or  CFR Par t s 110,  129 and 165.   Par t  110 addr esses 
good manuf act ur i ng pr act i ces,  Par t  129 addr esses t he const r uct i on 
of  t he wat er  bot t l i ng oper at i on and Par t  165 deal s wi t h wat er  
qual i t y st andar ds.   ( Copi es of  t hese par t s can be obt ai ned f r om t he 
of f i ce;  i n many cases,  copi es of  t hese par t s wi l l  have al r eady been 
mai l ed t o t he pr oposed oper at or s) .  
 
I f  t he pr oposed si t e needs modi f i cat i on t o be accept abl e f or  
bot t l i ng pur poses,  a wat er  sampl e need not  be t aken unt i l  t he 
modi f i cat i ons have been compl et ed ( i t  makes no sense t o col l ect  a 
sampl e of  wat er  f or  bact er i ol ogi cal  anal ysi s f r om an unpr ot ect ed 
sour ce) .  I f  t he si t e does not  need modi f i cat i on,  a sampl e shoul d be 
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col l ect ed by t he f i r m t o det er mi ne t he qual i t y of  wat er  pr i or  t o 
t r eat ment .    
 
As wi t h any vi s i t ,  a memor andum shoul d be compl et ed t o f ul l y  
document  t hese meet i ngs and any r ecommendat i ons t hat  you make.  
 
 
Edi t ed Januar y 30,  2001 
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FI ELD OPERATI ONS MANUAL 
 

Pr ocedur e I I I - 17 
New 

 
 
Not i ce of  Sei zur e 
 
A Food Saf et y Speci al i st  shoul d onl y i ssue sei zur e not i ces when 
i t  becomes necessar y t o hol d a suspect  f ood pr oduct  f or  f ur t her  
i nvest i gat i on.  Exampl es:  
 

1)  Sei zur e can be used t o hol d f ood pendi ng                 
                                           l abor at or y 
anal ysi s.  
2)  Sei zur e can be used t o hol d f ood f or  ot her  agenci es unt i l  
t hey have t i me t o t ake act i on.  
3)  Sei zur e can be used t o hol d f ood t hat  has been i n a 
di sast er  unt i l  i t  can be sal vaged or  dest r oyed.  
4)  Sei zur e can be used t o det ai n f ood when shi ppi ng pr oduct  
t o anot her  st at e f or  sal vage pur poses.  
 

The or i gi nal  copy of  t he sei zur e not i ce shoul d be l ef t  wi t h 
per son i n char ge of  t he oper at i on.  A copy shoul d be sent  t o t he 
of f i ce and t he Food Saf et y Speci al i st  shoul d r et ai n a copy f or  
hi s/ her  f i l es.   
 
I n conj unct i on wi t h t he i ssuance of  t he sei zur e not i ce ( or  
r el ease not i ce) an I nspect i on Repor t  must  al so be compl et ed,  
document i ng t he si t uat i on.   When f i l l i ng out  t he I nspect i on 
Repor t  make sur e t o put  i n t he dat a ent r y sect i on t hat  t he 
pr oduct  was sei zed or  r el eased and t he amount .  
 
 
THE SEIZURE FOR SHOULD BE FILLED OUT ACCORDINGLY: 
 
Dat e:  Dat e t he sei zur e was made.   
 
I ssued t o:  Per son i n char ge of  oper at i on.   
 
Fi r m:  Name of  est abl i shment .   
 
Addr ess :  Addr ess of  est abl i shment .  
 
Pr oduct :  Name of  t he pr oduct  sei zed.  The pr oduct  code shoul d be 

r ecor ded her e,  i f  pr act i cal .    
 
Amount :  Amount  i n pounds.  
  
Manuf act ur er :  Name of  t he manuf act ur er .  
  
Addr ess :  Addr ess of  t he manuf act ur er .  
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Reason f or  Sei zur e:  ( Exampl e:  The cor n bei ng gr ound cont ai ned 
r odent  pel l et s. )  

 
Remar ks :  The f ol l owi ng st at ement  shoul d be t yped i n t hi s sect i on 

i f  i t  i s  not  pr epr i nt ed:  THI S PRODUCT I S NOT TO BE 
MOVED,  SOLD,  OR DESTROYED UNTI L RELEASED I N WRI TI NG BY 
A REPRESENTATI VE OF THE VDACS FOOD SAFETY PROGRAM.  

 
Al so,  any sampl es t aken shoul d be t yped i n t hi s sect i on.  
 
Recei pt  Acknowl edged By :  The name and t i t l e of  t he most  
r esponsi bl e per son i nvol ved i n t he oper at i on.   Thi s i nf or mat i on 
shoul d be t yped and t he per son shoul d s i gn i t .  
NOTE:  The refusal of the firm representative to sign the form does not negate the seizure.  The 
referenced products are still under seizure.  
 
Food Saf et y Speci al i st :  The Food Saf et y Speci al i st  name shoul d be 
t yped and t hen si gned.  
 
 I f  t he pr oduct  has t o be r el eased,  a “ Rel ease”  f or m wi l l  be 
f i l l ed out .   Thi s f or m i s i dent i cal  t o t he “ Sei zur e”  f or m and 
shoul d be f i l l ed out  usi ng above i nf or mat i on.  The “ Reason”  
sect i on shoul d st at e t he r eason f or  t he r el ease.  ( Exampl e:  
Labor at or y anal ysi s r eveal s t hat  t he pr oduct  compl i es wi t h t he 
Vi r gi ni a Food Laws.  Thi s pr oduct  i s r el eased f r om sei zur e. )  
 
 I f  t he pr oduct s sei zed ar e f ound t o be i n v i ol at i on of  t he 
Vi r gi ni a Food Laws t hey need t o be dest r oyed or  denat ur ed.  I n 
t hi s case an I nspect i on Repor t  wi l l  be f i l l ed out  st at i ng t hat  
t he pr oduct s wer e vol unt ar i l y  dest r oyed or  denat ur ed.  ( See FOM 1-
08,  Use of  t he I nspect i on Repor t ,  t he sect i on t i t l ed “ When Used 
As A Memo For  Vi s i t s” ) .   A Not i ce of  Rel ease need not  be f i l l ed 
out  as t he I nspect i on Repor t  ser ves as a r el ease.   
 
 The power  t o sei ze f ood pr oduct s on our  own i ni t i at i ve 
wi t hout  r ecour se t o t he cour t s i s unusual .  Few agenci es have t hi s 
amount  of  power .  Ther ef or e,  you shoul d exer ci se t hi s opt i on 
j udi c i ousl y.  Onl y sei ze pr oduct  whi ch you have good r eason t o 
bel i eve i s cont r ar y t o t he l aw.  Be abl e t o suppor t  your  r easons 
wi t h l ogi cal  f act s.  Once you have sat i sf i ed your sel f  t hat  you ar e 
j ust i f i ed,  pr oceed.  
 
 As a gener al  r ul e of  t humb you must  sampl e any pr oduct s t hat  
you sei ze.  Except i ons woul d be i n i nst ances wher e t he damage t o 
t he pr oduct  i s so not i ceabl e any r easonabl e per son woul d concl ude 
t he pr oduct  i s unf i t  f or  f ood or  wher e l ar ge l ot s ar e i nvol ved 
and you must  hol d t he pr oduct  unt i l  you can r et ur n t o super vi se 
sal vage oper at i ons such as a di sast er .  Dur i ng your  t r ai ni ng you 
wi l l  be exposed t o s i t uat i ons t hat  wi l l  gi ve you a f eel  f or  when 
t o sampl e and when not  t o.  I f  you encount er  s i t uat i ons wher e you 
have doubt s di scuss your  opt i ons wi t h your  Fi el d Super vi sor .  
 
 When you do sampl e sei zed pr oduct s pl ease l i s t  t he sampl e 
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number ( s)  i n t he r emar ks sect i on of  t he sei zur e not i ce.  Al so,  on 
t he Col l ect i on Repor t  t ype PRODUCT UNDER SEI ZURE i n t he ‘ cust omer  
not es’  sect i on.  
 
 
I ssued new August  16,  2001  
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FIELD OPERATIONS MANUAL 
 
 
 
 

Procedure III-19 

NEW 
 
FOOD LABELING GUIDE 
 
Introduction 

The VDACS-Food Safety Program is responsible for  assur ing that foods sold in 
Virginia are safe, wholesome and proper ly labeled.  The purpose of our  labeling 
program is twofold, to prevent the economic deception of the consumer and to 
provide the consumer the necessary information to make an informed choice. Food 
manufacturers (including home operations) must provide full and complete 
labeling. 

 
It is impractical in this guide to address every food label question that might arise.  When you 
encounter a problem you may submit a label to the Regional office for review, call the office if 
immediate assistance is needed, or check the FDA computer web site at: 
www.cfsan.fda.gov/dms/lab-cat.html  
 
The following Food Label requirements must be met in accordance with FDA Code of Federal 
Regulations and Virginia Food Laws 3.1-396 (e): 
 
A) Identity Statement (Name of food) –  21 CFR 101.3 
- Must be on principal display panel (front of container) 
- Must be an accurate description of product (common or usual name) 
- Must be one of the principal features on the label (prominent on the label) 
- If sold in optional forms (whole., sliced, etc.) must be part of identity statement or visible 

through container    
- Must be LARGEST TYPE on principal display panel 

 
B) Ingredient Statement - 21 CFR 101.4 
- Required if food is fabr icated from 2 or  more ingredients.  
- Must be declared by common or usual name (ie: sugar instead of sucrose) 
- Colorings, Additives, Preservatives must be declared (common or usual name) 
- Must be in descending order of predominance by weight. 
- Type size must be at least 1/16 of an inch. 
- May be on principal display or information panel. 
- Ingredients that are fabricated from 2 or more sub components must list the  

sub-components.  
 
* *Allergens - A complete breakdown of ingredients will be necessary if the product contains 

an allergen (such as peanuts, tree nuts, milk, soy, shellfish, fish, and wheat).   
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C)  Net  Wei ght  / Quant i t y  of  Cont ent s – Al l  i nspect i on r epor t s 
shoul d cont ai n t he f ol l owi ng st at ement :  

 
For  information on the declaration of the net weight or  content, please contact the 
Depar tment of Weights &  Measures at 804/786-2476. 

 
D) Name & Address of Manufacturer, Packer or Distributor – CFR 101.5 
- May be on principal display panel or information panel.  
- Must be conspicuous. 
- Unless the name given is the actual manufacturer it must be accompanied by a qualifying 

phase.  For example:  “manufactured for”  or “distributed by.”   
- Street address if the firm’s name/address are not listed in a current city directory or telephone 

book. 
- City or town, state and zip code. 
 

LABELING OF SPECIFIC FOOD PRODUCTS  
 
Eggs – See Virginia Egg Law 
 
- All egg cases or retail containers in which eggs are kept for the purpose of sale, or offered or 

exposed for sale shall be marked (labeled) according to one of the grades and sizes, or 
marked ungraded. 

- The labeling shall appear on the principal display panel of the package.   
- The retail containers shall bear the name and address of the packer or distributor when the 

eggs are kept, offered, or exposed for sale or sold at any place other than on the premises 
where packed.   

- The grade and size, or ungraded status shall be spelled out in full.  
- When loose eggs are on display for sale, a sign shall be attached showing the grade and size, 

or the ungraded status, in lain view to the public.  
- Safe Handling Statement -  Effective September 4, 2001 all shell eggs that have not been 

treat to destroy salmonella must bear the following statement: 
 
SAFE HANDLING INSTRUCTIONS: To prevent the illness from bacteria; keep eggs 
refrigerated, cook eggs until yolks are firm, and cook foods containing eggs thoroughly. 
Statement must appear on the principal display panel (PDP), information panel, or inside portion 
(top lid) of egg carton.  
 
Ground Beef 
 
If the firm elects to voluntarily put a sell-by date on any packaged meat, poultry or seafood 
product they can not remove, alter, destroy or obscure the original sell-by date.  If the product is 
repackaged, the replacement label shall bear the original sell-by date.  One note, this does not 
apply to meat, seafood or poultry that is canned or cured.   
 
When qualifying terms (ie: lean, extra lean, premium,…) are used in the advertising/labeling of 
ground beef products it is necessary to state the maximum %fat in the product.  This information 
can either be stated on the product label or on a placard in reasonable proximity to the ground 
beef display.    
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Apples - See Virginia Apple Law 
 
Marking (labeling) – Each closed package shall be marked in a conspicuous manner on the 
outside thereof, or upon a durable stuffer placed within, but readily readable from the outside, 
with the information hereafter listed: 
 
- The correct size of apples; 
- The minimum quantity of apples; 
- The correct variety or varieties of apples;  
- The official grade of apples; and  
- The name and address of the grower or packer. 
 
Organically Grown Foods 
  
For information regarding Organic Food Labeling and/or 3rd party certification please contact 
Tom Smith @804/786-3549.  
 
Sell-By dates on packages 
 
With the exception of infant formula and fluid milk products, the Virginia Food Laws do not 
require sell-by dates on food products.  This is a voluntary practice utilized by industry as a 
means to maintain product quality.  Product dating is a food quality issue not a food safety 
issue.  As long as the product is wholesome and fit for human consumption it can be sold 
regardless of the product date.  
 
 
 
Issued new March 8, 2002 
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FIELD OPERATIONS MANUAL 
 

Procedure III-20 
NEW 
 
Nutrition Labeling and Education Act – (NLEA) 
 
The Nutrition Labeling and Education Act requires most foods to bear nutritional labeling and 
requires food labels that bear nutrient content claims and certain health messages to comply with 
specific requirements. Suggest firms interested in NLEA contact FDA at: 
  

Office of Food Labeling  
 HFS-810 
   Food and Drug Administration 
   5100 Paint Branch Parkway 
   College Park, MD  20740 
 301/436-2373 
 
Nutr ition Facts Panel 21 CFR 101.9 (d)  

May be placed on Principal Display Panel or Information Panel and must meet specific 
requirements.   

 
Mandatory Nutr ients Needed on Nutr ition Facts Panel 21 CFR 101.9 (d) (7) (ii)  -    
Calories     -  Calories from Fat 

- Total Fat   -  Saturated Fat 
- Cholesterol  -  Sodium  
- Total Carbohydrates -  Dietary Fiber 
- Sugars   -  Protein 
- Vitamin A   -  Vitamin C  
- Calcium   -  Iron   

 Percent Daily Values (DV) based on a 2,000 calorie diet 
 (not required on foods for children less than 4 years of age) 
 
Voluntary Nutr ients  

-  Calories from Saturated Fat,  -  Monounsaturated Fat 
-  Polyunsaturated Fat, Potassium -  Soluble Fiber 
-  Insoluble Fiber   -  Sugar Alcohol 
-  Other Carbohydrates. 

 
Serving Size 21 CFR 101.12 

1) Based on Reference Amounts  
2) Common Household Measurements  
3) Discrete Units. 

 
Nutr ition Label Formats 21 CFR 101.9  

Several different formats can be used and is based on available package space and  size of 
package.  

 
Nutr ient Claims – Must be approved by FDA &  L isted Below 

If a nutrient content, health or implied claim is made on a label then Nutritional Labeling 
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is mandatory and the firm loses their exemption.  A claim directly or by implication 
characterizes the level of a nutrient in the food (ie: lowfat).  

 
Nutr ient Content Claims – General Requirements 21 CFR 101.54 (a) 

- Calories - 21 CFR 101.60 
- Sodium - 21 CFR 101.61 
- Fat, Fatty Acids - 21 CFR 101.62 (b) 
- Fatty Acids - 21 CFR 101.62 (c) 
- Cholesterol -  21 CFR 101.62 (d)  
 
Core Descr iptors (Approved by FDA) 
- High – 21 CFR 101.54 (b)    -   Good Source - 21 CFR 101.54 (c)  
- Fiber - 21 CFR 101.54 (d)   -   Low -21 CFR 101.62 (b) (2)  
- Lean - 21 CFR 101.62 (5) (e)  -   Extra Lean - 21 CFR 101.62 (5)(e)  
- Reduced/Less -21 CFR 101.62 (4) -   No Fat - 101.62 (b)    
- More/Added - 21 CFR 101.54 (e)  -   Light/Lite – 21 CFR 101.56  
- High Potency - 21 CFR 101.54 (f) 
 
Synonyms For  Core Descr iptors (Approved by FDA) 
- Free – No, zero, without, trivial source of, insignificant source of, negligible source 

of  
- Low – Little (few for calories), contains a small amount of, low source of 
- High – Rich in, Excellent Source of 
- Good Source – Contains, Provides 
 
* *Please note: Companies that manufactured/processed foods under  brand names 
that used terms that were undefined pr ior  to 10/25/89 are exempt and allowed to use 
those undefined terms (ex – Diet Coke - Diet is not on the list approved by FDA)**   

 
Health Claims General Requirements  - 21 CFR 101.14 

Author ized by Regulation 21 CFR 101.71  
- Dietary Saturated Fat & Cholesterol and Coronary Heart Disease 21 CFR 101.75 
- Dietary Fat and Cancer  - 21 CFR 101.73 
- Sodium and Hypertension – 21 CFR 101.74 
- Calcium and Osteoporosis  - 21 CFR 101.72 
- Sugar Alcohols and Dental caries – 21 CFR 101.80 
- Soy protein and Coronary Heart Disease (CHD) 
- Soluble Fiber from whole oats or psyliium and  CHD – 21 CFR 101.81 
- Fruits, Vegetables, and Grain Products for cancer - 21 CFR 101.76 
- Fruits, Vegetables, and Grain Products for CHD – 21 CFR 101.77 
- Folate and Nueral Tube Defects - 21 CFR 101.79  
- Sterol/stanol esters and Coronary Heart  Disease (TENTATIVE – Inter im Rule)   

 
Implied Claims  - 21 CFR 101.65 

An implied claim is one that suggests that a nutrient or ingredient is absent or present in a 
certain amount or claims about a food that suggests a food may be useful in maintaining 
healthy dietary practices.  The requirements for labels with health symbols (vignettes) is 
considered the same as making an implied claim (EX. - heart shape symbol).  
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Exemptions to Nutr itional Labeling - 21 CFR Par t 101.9 (j ) 

 
These exemptions deal only with the necessity of having the "Nutrition Facts" panel, and 
has no effect on the mandatory labeling information (i.e., common name of product, net 
contents, ingredient statement, name and address of responsible firm). 
 
EXCEPTION - If any nutrient content claim (e.g., "low fat") or health claim is made, the 
exemption is not applicable.  
 

Automatic Exemption 
Establishments are not required to apply/file for  a Small Business Exemption if they 
have less than < 10,000 units sold and less than < 10 employees. 

 
Small Business Food Labeling Exemptions 

Under 21 CFR 101.9(j)(1), a business may be exempt from the requirement of including a 
"Nutrition Facts" panel on its food packages. This exemption is based on number of 
employees and number of product units sold. 
 

Currently, a business must apply with FDA for  a Small Business Exemption.   
The exemption includes businesses with fewer than 100 employees and annual sales of 
less than 100,000 units. No exemption may be taken if a company has more than the 
number of employees listed regardless of number of units produced.  
 
The exemption also applies to retailers with annual gross sales of less than $500,000, or 
with annual gross sales of food to consumers of less than $50,000. The number of 
employees is based on the average number of full time equivalent employees.  

   
1) A "product" is a food with the same brand name and statement of identity.  
2) A "unit" is a package or, if unpacked, the form in which the product is offered for 

sale.  
3) "Company" includes domestic and international affiliates.  

 
 

 
 
Businesses must file an annual notice with FDA that they are claiming an exemption 
based on number of employees and units of product.   The web site available to find 
information regarding Small Business Exemptions and the necessary forms is: 
www.cfsan.fda.gov/dms/sbel.html 
 
 

Other  Exemptions - Nutr itional Labeling - 21 CFR Par t 101.9 (j ) 
 
Foods served for  immediate consumption. 

1)  Restaurants, delis, bakeries, etc. with facilities for immediate consumption. 
a) Situations where food is consumed immediately or while customer walking 

away. 
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b) Ready-to-eat foods not for immediate consumption. 
c) Primarily prepared on-site. 
d) Not offered for sale outside that location. 

 
Probably the biggest area of concern will be in deciding whether a R-T-E food not for 
immediate consumption was primarily processed/prepared on-site. 

 
Administratively, it is impossible to identify each type of food sold and the exact  
amount of processing or preparation that would be needed to say that the food was 
“processed and prepared primarily”  on site.  Circumstances at the retail level must be the 
deciding factor. 

 
To provide guidance in this area: 

 
When food is processed or prepared (including portioning) primarily on premises and 
sold there, as in the prepared food sections of supermarkets, nutritional labeling is not 
required. Therefore, nutritional labeling would not be required on bread that is shaped, 
filled, decorated, assembled or customized and baked in the retail establishment.  Cheese 
that is sliced and portioned according to directions given by the consumer and pudding 
that is portioned according to directions given by the consumer need not be nutrition 
labeled. 
Conversely, if the food arrives at a store in a form to be sold directly to the consumer (ie: 
it is standardized) then nutritional labeling must be required.   In this situation, 
preparation or processing of the food is accomplished primarily at another establishment 
and the same food is then shipped to a retail food store in a form that requires minimal or 
no further processing (ie: thawing the product).  

 
Donated foods- NLEA covers “ food offered for  sale”  only. 
 
Foods shipped in bulk form – 21 CFR 101 .24, 101.100 

1) Used in the manufacture of other foods. 
2) To be processed, labeled, or repacked at another site. 

 
 
Raw fruit, vegetable and fish - 21 CFR 101.42, 101.43, 101.44, 101.45 

1) Voluntary nutrition labeling program. 
 
Nutr itional Labeling of Dietary supplements  - 21 CFR 101.36 

1) Require Supplement Facts Panel. 
 

Foods of no nutr itional significance (ex: coffee beans, tea leaves) 21 CFR 101.100 
1) All nutrients must be at a level that allows a declaration of “zero” . 
2) Incidental Additives. 

A) Incidental additives are substances that have no technical or functional effect 
but are present in a food by reason of having been incorporated into the food as an 
ingredient of another food, in which the substance did have a functional or 
technical effect.  

3) Processing Aids. 
A) Substances that are added to a food during the processing of such food but are 
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removed in some manner from the food before it is packaged in its finished form.  
B) Substances that are added to a food during processing, are converted into 
constituents normally present in the food, and do not significantly increase the 
amount of the constituents naturally found in the food.  
C) Substances that are added to a food for their technical or functional effect in 
the processing but are present in the finished food at insignificant levels and do 
not have any technical or functional effect in that food. (iii) Substances migrating 
to food from equipment or packaging or otherwise affecting food that are not food 
additives. 

 
 
 
 
 
 
Issued new March 8, 2002 
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Field Operations Manual 
 
 

Procedure III-21 
 New 

 

Time as a Public Health Control 
 
NOTE:  It is important that this method not be solicited openly to food establishments.  It 
should be limited to those firms that will act responsibly and limited to certain types of foods, 
for example sliced pizza or potentially hazardous ethnic foods that are customarily served at 
room temperature.  This procedure should NOT be used in place of malfunctioning hot cases 
or  heat lamps. 
 
The following would be required for an establishment to use time as a public health control for 
potentially hazardous foods: 
 

1. The establishment must submit a detailed wr itten plan to your regional manager for 
approval.  A copy of this approved procedure must be kept and followed in each 
establishment.  In addition, written charts/logs of the date and time the food was removed 
from temperature control and the time they were removed from sale and destroyed must 
be maintained. 

 
2. Each packaged unit or tray of food offered for sale at room temperature must be marked 

with the date and time that the product is removed from temperature control and the date 
and time that the product is to be pulled and thrown away, which is not to exceed 4 hours 
from the time the product was removed from temperature control.  I t is impor tant that 
all food meet the proper  cooking temperature specific for  that food PRIOR to being 
removed from temperature control. 

 
3. Once the unsold portions of food have exceeded the 4-hour time limit, they must be 

discarded. 
 
 
Special Circumstances 
 
If one firm (Firm A) plans to manufacture/process a food item and deliver it to another firm 
(Firm B) to be sold, the following guidelines must be met: 
 

1. Firm A must cook the product and allow it to reach the proper temperature, label each 
packaged unit or tray of food with the date and time that the product was removed 
from temperature control and with the date and time the product is to be removed 
from sale by Firm B, which is not to exceed 4 hours from the time the product was 
removed from temperature control.   

 
2. Firm B must remove the packaged units or trays of food from sale at the time 

indicated on the label (no more than 4 hours after the food was removed from 
temperature control) and discard them. 
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3. A written procedure and charts/logs of the date and time the food was removed from 

temperature control and the date and time the food should be discarded must still be 
maintained at Firm A.  In addition, Firm B should maintain a chart/log of the date and 
time the food is received from Firm A, the date and time the food was removed from 
temperature control, and the date and time the food should be discarded (the latter 
two should be already be provided on the label by Firm A).   

 
 
 
Issued new March 8, 2002 
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FIELD OPERATIONS MANUAL 
 

 
 

PROCEDURE IV-03 
For mer l y 033 

 
 
WATER SAMPLI NG 
 
 
The f ol l owi ng pr ocedur e wi l l  be used i n t he col l ect i on of  wat er  
sampl es f r om pr i vat e wat er  suppl i es:  
 
 
1.  One sampl e ever y t wo ( 2)  year s wi l l  be col l ect ed f r om f i r ms 

wi t h pr i vat e wat er  suppl i es af t er  a hi st or y of  good sampl es,  
i . e.  t hr ee ( 3)  consecut i ve “ NAI ”  sampl es ( over  a per i od of  
t hr ee ( 3)  year s) .  

 
2.  Once i t  has been est abl i shed t hat  t he f i r m i s oper at i ng wi t h a 

pot abl e wat er  suppl y t he f i r m may have t he opt i on of  pr ovi di ng 
an annual  pr i vat e l abor at or y anal ysi s t hat  ver i f i es t he 
cont i nui ng pot abi l i t y  of  t hei r  wat er  suppl y.  

 
3.  I f  t he anal ysi s of  a wat er  sampl e i s posi t i ve ( +)  f or  col i f or m 

and negat i ve ( - )  f or  f ecal  use t he f ol l owi ng pr ocedur e:  
 

a.  An i nf or mat i onal  l et t er  wi l l  be sent  t o t he f i r m f r om t he 
of f i ce and t he f i r m wi l l  be r eschedul ed f or  and 
i nspect i on and a f ol l ow- up wat er  sampl e i n 4 mont hs.  

 
b.  I f  t he 4 mont h f ol l ow- up wat er  sampl e i s NAI  t hen t he f i r m 

wi l l  be pl aced on a year l y sampl i ng schedul e.  
 

c.  I f  t he 4 mont h f ol l ow- up wat er  sampl e i s v i ol at i ve t hen a 
2nd i nf or mat i onal  l et t er  wi l l  be sent  and t he f i r m wi l l  
be r eschedul ed f or  an i nspect i on and a f ol l ow- up wat er  
sampl e i n 4 mont hs.  

 
d.  I f  t he 2nd f ol l ow- up wat er  sampl e i s NAI  t hen t he f i r m wi l l  

be pl aced on a year l y wat er  sampl i ng schedul e.  
 

e.  I f  t he 2nd f ol l ow- up ( 3r d sampl e)  i s vi ol at i ve a l et t er  wi l l  
be sent  t o t he f i r m st at i ng t hat  t hey must  di scont i nue 
t he f ood pr ocessi ng.  

 
 
4.  I f  t he anal ysi s of  a wat er  sampl e i s posi t i ve ( +)  f or  col i f or m 

and posi t i ve ( +)  f or  f ecal  use t he f ol l owi ng pr ocedur e:  
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a.  An i nf or mat i onal  l et t er  wi l l  be sent  t o t he f i r m f r om t he 
of f i ce.   Ret ur n t o t he f i r m wi t hi n 30 wor ki ng days t o do 
a f ol l ow- up sampl e.  

 
b.  I f  t he f ol l ow- up sampl e anal ysi s i s agai n ( +)  col i f or m and 

( +)  f ecal  t hen r epeat  3a.  
 

c.  I f  t he 2nd f ol l ow- up ( 3r d sampl e)  i s adul t er at ed t hen a 
l et t er  wi l l  be sent  t o t he f i r m t o di scont i nue t he f ood 
pr ocessi ng.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Mar ch 3,  2000 
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PROCEDURE I V- 04 
For mer l y 019 

 
COLLECTI ON RODENT DEFI LED PRODUCTS 
 
 
Hant avi r us i s a v i r us t hat  i s  shed i n sal i va,  ur i ne and f eces of  
r odent s and i s t r ansmi t t ed t o humans pr i mar i l y v i a aer osol s.   
Ther ef or e,  pr ecaut i ons shoul d be t aken when col l ect i ng evi dence 
i nvol v i ng r odent  def i l ed pr oduct s.  
 
 
 

0. 1 Mi ni mi ze or  el i mi nat e di r ect  cont act  when col l ect i ng 
t hese sampl es.  

 
0. 2 Doubl e bag t hese sampl es and wr i t e RODENT DEFI LED@ on t he 

bag.   ( DO NOT COLLECT DEAD RODENTS OR RODENT EXCRETA 
PELLETS,  E. G.  DROPPI NGS)  

 
0. 3 Cl ear l y i ndi cat e on t he col l ect i on r epor t  t hat  t he 

pr oduct  i s r odent  def i l ed.  
 

0. 4 Thor oughl y wash hands af t er  col l ect i ng sampl es.  
 
 
Al so,  make sur e t hat  dur i ng an i nspect i on t hat  you mi ni mi ze your  
exposur e when r odent s ar e i n c l osed,  conf i ned spaces.  
 
 
 
 
 
Jul y 99 
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PROCEDURE I V- 05 

For mer l y 016 
 
SUB- SAMPLI NG 
 
Sub- sampl i ng i s t he met hod by whi ch we can sampl e a l ar ge l ot  and 
have a congr uent  sampl e al l  under  one col l ect i on number .  
 
The i nst ances wher e we can use t hi s t echni que ar e:  
 
( 1)  When we ar e t aki ng a r epr esent at i ve sampl e f r om a l ar ge l ot  of  1 

t he same code and we must  sampl e sever al  cont ai ner s.   Exampl es 2 
woul d be t aki ng a sampl e f r om a l ar ge l ot  of  canned t omat oes 3 
or  t aki ng a sampl e f r om a l ar ge number  of  25 pound bags of  4 
f l our .  5 

 6 
( 2)  When we ar e t aki ng a sampl e f r om a pr oduct i on l i ne at  var yi ng 7 

t i me i nt er val s t o obt ai n a r epr esent at i ve sampl e of  a cer t ai n 8 
bat ch or  pr oduct i on r un.   Exampl es woul d be t aki ng a sampl e at  9 
10 mi nut e i nt er val s f r om a sof t  dr i nk bot t l i ng l i ne or  t aki ng 10 
a 2 pound sampl e of  f l our  f r om t he baggi ng chut e ever y 15 11 
mi nut es dur i ng a bat ch r un at  a f l our  mi l l .  12 

 13 
When i dent i f y i ng t he sub- sampl es,  use t he sampl e number  and t hen 14 
t he appr opr i at e l et t er  of  t he al phabet .   For  exampl e,  say t hat  we 15 
wer e sampl i ng col a dr i nks at  t i me i nt er val s f r om t he pr oduct i on 16 
l i ne.   The sampl e i s t o be t aken i n t hr ee par t s.   The f i r st  t hr ee 17 
bot t l es t aken of f  t he l i ne woul d be mar ked as sampl e #31234 A,  t en 18 
mi nut es l at er ,  t he next  t hr ee bot t l es t aken woul d be mar ked sampl e 19 
#31234 B,  t en mi nut es l at er ,  t he next  t hr ee bot t l es t aken woul d be 20 
mar ked sampl e #31234 C and so on unt i l  a r epr esent at i ve sampl e was 21 
col l ect ed.   The same pr ocedur e woul d appl y when sampl i ng a l ar ge 22 
l ot  of  canned f oods i n cases.   At  r andom,  t hr oughout  t he l ot ,  23 
sel ect  cer t ai n cases f r om whi ch t o pul l  t he sampl e.  The f i r st  cans 24 
sel ect ed f r om a case woul d be i dent i f i ed wi t h t he sampl e number  and 25 
t he sub- sampl e desi gnat i on A,  t he cans sel ect ed f r om t he second 26 
case woul d be i dent i f i ed wi t h t he sampl e number  and t he sub- sampl e 27 
desi gnat i on B.  The sub- sampl es woul d pr oceed sequent i al l y  unt i l  a 28 
r epr esent at i ve sampl e was obt ai ned.  Compl et el y document  your  sub-29 
sampl i ng wi t h al l  per t i nent  i nf or mat i on on t he col l ect i on r epor t .  30 
 31 
Sub- sampl i ng can be a usef ul  t echni que when used appr opr i at el y.  32 
However ,  t her e ar e a number  of  i nst ances wher e we woul d not  want  t o 33 
use t hi s t echni que:  34 
 35 
( 1)  When sampl i ng a number  of  di f f er ent  pr oduct s whi ch may have 36 

been r odent  or  i nsect  def i l ed because of  a cur r ent  pr obl em i n 37 
t he est abl i shment .  38 

 39 
( 2)  When sampl i ng di f f er ent  codes of  t he same pr oduct .  
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( 3)  When t aki ng sampl es of  a compounded pr oduct  dur i ng di f f er ent  

st ages of  i t s  manuf act ur e.   For  exampl e,  say we wer e 
col l ect i ng sampl es of  br eaded shr i mp dur i ng i t s manuf act ur e.   
We woul d not  i ncl ude t he r aw i ngr edi ent s,  t he shr i mp,  t he 
bat t er ,  t he shr i mp dur i ng di f f er ent  st ages of  br eadi ng,  and 
t he f i nal  pr oduct  al l  under  one sampl e number .   We woul d use 
di f f er ent  sampl e number s f or  t he di f f er ent  st ages of  
pr oduct i on and t he di f f er ent  i ngr edi ent s used.  

 
I n al l  of  t he above i nst ances,  separ at e sampl e number s and 
col l ect i on r epor t s i s t he best  met hod.  
 
 
 
 
 
 
 
 
Revi sed Jul y 99 
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PROCEDURE I V- 06 
For mer l y 014 

 
FOLLOWI NG- UP ADULTERATED SAMPLES 
 
When you r ecei ve a copy of  a l et t er  advi s i ng a f i r m t hat  a sampl e 
you col l ect ed was adul t er at ed,  you shoul d r et ur n t o t he f i r m wi t hi n 
t en wor ki ng days f r om r ecei pt  of  t he l et t er  of  war ni ng ( LOW)  and/ or  
sampl e r esul t s and t ake t he f ol l owi ng act i on agai nst  any r emai ni ng 
pr oduct  f r om t hat  l ot :  
 
1)  I f  t he pr oduct  was adul t er at ed,  ask t he f i r m t o vol unt ar i l y  

dest r oy or  denat ur e t he r emai ni ng pr oduct  f r om t he l ot  you 
sampl ed.   I f  t he f i r m r ef uses t o vol unt ar i l y  dest r oy or  
denat ur e t he pr oduct ,  pl ace t he pr oduct  under  sei zur e.  

 
     The above act i on assume t hat  t her e wi l l  be some of  t he pr oduct  

r emai ni ng when you r et ur n t o t he f i r m.   Thi s wi l l  not  al ways be t he 
case,  but ,  even i f  none of  t he vi ol at i ve pr oduct  r emai ns,  you wi l l  
s t i l l  have a j ob t o do when you r et ur n t o t he f i r m.  

 
     Whet her  or  not  t he f i r m has any r emai ni ng vi ol at i ve pr oduct  when 

you r et ur n,  you shoul d at t empt  t o col l ect  a f ol l ow- up sampl e of  t he 
same pr oduct  f r om a di f f er ent  l ot .   On your  col l ect i on r epor t  you 
shoul d st at e t hat  t he sampl e i s a f ol l ow- up and t hat  t he pr evi ous 
sampl e r eveal ed              .  ( Fi l l i ng i n t he bl ank wi t h what ever  
t he pr obl em was bef or e. )  

 
     You shoul d not  sei ze ot her  l ot s of  t he pr oduct ,  unl ess you ar e 

di r ect ed t o do so by t he Food Saf et y Of f i ce.  
 
     NOTE:  THI S PROCEDURE DOES NOT APPLY TO WATER SAMPLES 
 
      
 
 
 
     Revi sed Jul y 99 
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PROCEDURE I V- 07 
Formerly OO9 
 
COMPLAI NT SAMPLI NG 
 
Whenever  you ar e col l ect i ng an of f i c i al  sampl e as t he r esul t  of  a 
consumer  compl ai nt ,  be sur e t o i ncl ude t he f ol l owi ng i nf or mat i on i n 
t he " Cust omer  Not es"  sect i on of  t he col l ect i on r epor t :  
 
1)  The compl ai nant ' s name.  Add f ul l  addr ess i f  consumer  r epl y    1 

i s  r equest ed.  2 
2)  A br i ef  expl anat i on of  t he pr obl em t he compl ai nant        

encount er ed.  
3)  I f  a r epl y i s r equest ed use t he t er m ACONSUMER REPLY@ i n bol d 

t ype or  hi ghl i ght  i t .  
 
EXAMPLE:  John Doe( 110 Mai n St r eet ,  Wi nchest er ,  VA 23111)  f ound 

mol d i n hi s sof t  dr i nk.  CONSUMER REPLY ( i f  r equest ed by 
t he consumer ) .  

 
 
 
 
 
Revi sed November  17,  1999 
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PROCEDURE I V- 08 

Fomer l y 007 
 
SAMPLI NG PROCEDURE GUI DELI NES 
 

The bel ow i nf or mat i on super cedes t he subj ect  i n t he I nspect or ’ s 
Manual .  

 
Ther e i s no quest i on t hat  sampl i ng i s an ext r emel y i mpor t ant  
aspect  of  t he Food Saf et y Pr ogr am.  An expl anat i on of  t er ms i s 
necessar y so t hat  our  Food Saf et y Speci al i st  bet t er  under st and 
t he r equi r ement s.   Common sense and ci r cumst ances wi l l ,  of  
cour se,  di ct at e var i at i ons of  t he bel ow i nf or mat i on.   Ever y 
condi t i on can not  be cover ed and i s not  i nt ended t o be a 
subst i t ut e f or  t he i ndi v i dual  Food Saf et y Speci al i st ’ s sound 
j udgement .  
 

The mi ni mal  sampl e s i ze i s  t he amount  of  pr oduct  t hat  t he 
l ab desi r es  f or  a speci f i c  anal ysi s.   A smal l er  sampl e s i ze 
i s accept abl e,  i f  t hat  i s  al l  t hat  i s  avai l abl e.      

 
A r epr esent at i ve sampl e s i ze i s  what  i s gener al l y desi r ed t o 
adequat el y document ,  f or  l egal  pur poses,  a speci f i c  
condi t i on or  adul t er at i on.   A l ar ger  or  even smal l er  sampl e 
s i ze may,  agai n,  be di ct at ed by common sense and 
ci r cumst ances.   The mi ni mal  sampl e s i ze i s not  necessar i l y  a 
r epr esent at i ve sampl e.       

 
Fur t her  quest i ons r egar di ng sampl i ng and/ or  sampl e s i ze shoul d be 
di r ect ed t o your  Regi onal  Manager  or  Fi el d Super vi sor .    
 

SAMPLI NG GUI DELI NE TABLE 
 
The bel ow l i s t ed ar e commonl y sampl ed commodi t i es,  codes and t he 
r ecommended  mi ni mal  sampl e s i zes used i n t he sampl i ng pr ogr am.   
Sampl es i nvol v i ng l ess t han t he mi ni um amount ,  can st i l l  be 
submi t t ed when t hat  i t  i s  al l  t hat  i s  avai l abl e.   A mor e det ai l ed 
l i s t  i s  i n your  l abor at or y anal ysi s cat al og.  The mi ni mal  sampl e 
s i ze i s NOT necessar i l y  a r epr esent at i ve sampl e.  
 
Any sampl e col l ect ed f or  anal ysi s shoul d be REPRESENTATI VE of  t he 
avai l abl e l ot  s i ze of  t he pr oduct  bei ng anal yzed.    Gener al l y 
speaki ng,  a REPRESENTATI VE sampl e s i ze i s as f ol l ows:  
 
 RETAI L:  The squar e r oot  of  t he avai l abl e l ot ,  NOT TO EXCEED 
5 uni t s.  

MANUFACTURERS:  The squar e r oot  of  t he avai l abl e l ot ,  NOT TO 
EXCEED 24 uni t s.  

 
A “ cal cul at or ”  i s  avai l abl e on your  comput er  and t he i con i s 
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l ocat ed on t he t ask bar .   
 
A food product collected for multiple analysis, must be in separate units, e.g. 
ground beef for filth, fat and bacti, must be in three (3) separate units (packages). 
 The laboratory will not share a unit/package for separate analysis.  
 
The VI RGI NI A FOOD LAWS al so cont ai n i nf or mat i on r egar di ng 
sampl i ng and each Food Saf et y Speci al i st  must  be knowl edgeabl e of  
t hose r equi r ement s.   
 

ANALYSI S  
PRODUCT 

CODE 
226 

MI MI NI AL 
SAMPLE SI ZE CONTAI NER NOTES 

 
0157 H7 i n 
Foods  

74 
XMECOLI H7 

1 pound Packagi ng 
as sol d 

 

Adul t er at i on 
conf i r mat i on 

101 FC 
CONF 

1 pound Packagi ng 
as sol d 

I ncl udes t amper i ng and 
SERVI CE SAMPLES 

Af l at oxi n 
Scr een ( CHARM)  

115 
FLAFYAGI A 

10 -  
Whol e 
gr ai ns;  
 1 
pound 
f or  
gr ound 
gr ai ns  

Packagi ng 
as sol d 

Al l  r out i ne af l at oxi n 
sampl es  

Anal ysi s 
undet er mi ned.  
 Used when t he 
l ab wi l l  
assi st  t o 
det er mi ne what  
anal ysi s wi l l  
be done.  

72 FCCALL   PRI OR APPROVAL REQUI RED.  
 Cal l  your  r egi onal  
Manager  or  Fi el d 
Super vi sor .  

Aut hent i c i t y -  
Honey  

52 
FCAUHON 

16 
ounces  

Packagi ng 
as sol d  

 

Bact er i al  -  
Sof t  dr i nks  

57 
XMSOFTDR 

12 
ounces  

Packagi ng 
as sol d 

 

Bact er i al  -  
Food 

56 
XMREGFD 

1 pound Packagi ng 
as sol d 

Rout i ne f ood bact er i al  
anal yasi s  

Bact er i al  -  
Wat er ,  bot t l ed 

108 XMH2O 16 
ounces  

Packagi ng 
as sol d 

I ncl udes t ot al  pl at e 
count  ( TPC)  

Bact er i al  -  
Canned Foods  

59 
XMCANFD 

1 pound 
 Can 
si ze 

Packagi ng 
as sol d 

 

Excr et a 
( r odent )  -  i n 
f oods  

100 
FCEXCRETA 

1 pound Packagi ng 
as sol d 

Rodent  cont ami nat i on 

Fat  i n meat s  55 
FATMEAT 

1 pound Packagi ng 
as sol d 
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Fi l t h - Heavy -  
f oods  

24 
FCFHEAVY 

1 pound Packagi ng 
as sol d 

Sand,  gl ass,  met al  

Fi l t h -  
Bever ages  

29 
FCFBEVSOL 

12 
ounces  

Packagi ng 
as sol d 

 

Fi l t h -  Gr ound 
meat s  

27 
FCFGDMET 

1 pound Packagi ng 
as sol d 

 

Fi l t h -  Peas,  
beans,  gr ai ns,  
popcor n 

75 
FCFUNPOP 

1 pound Packagi ng 
as sol d 

Not  f or  cor nmeal  

Fi l t h -  Fi sh 35 
FCFFI SH 

1 pound Packagi ng 
as sol d 

I ncl udes par asi t es and 
canned seaf ood  

Fi l t h -  Canned 
mi xed 
vegat abl es  

33 
FCFCNVEG 

1 pound Packagi ng 
as sol d 

 

Fi l t h -  Canned 
l eaf y 
veget abl es  

85 
FCFLEVEG 

1 pound  Packagi ng 
as sol d 

Fr ozen veget abl es 
i ncl uded 

Fi l t h -  I ce 45 FCFI CE 5 -  8 
pounds  

Packagi ng 
as sol d 

Must  be kept  f r ozen -  
use dr y i ce 

Fi l t h -  Baked 
goods  

25 
FCFBAKGD 

1 pound Packagi ng 
as sol d 

 

Hi st ami ne -  
f oods  

17 FCHI ST 1 pound 
Mi ni mum 
of  100 
G ( ~4 
ounces)  

Packagi ng 
as sol d 

Not  f or  shel l f i sh.   Most  
l i kel y i n Tuna  

Or ganol ept i c -  
Foods  

51 
FCORGANO 

16 
ounces  

Packagi ng 
as sol d 

May al so i ncl ude ser vi ce 
sampl es  

Pest i c i de -  
f r ui t s & 
veget abl es  

1 PRFRVEG 500 g Not  
appl i cabl e 

 

Pest i c i de -  
Fi sh 

2 PRFI SH 500 g Packagi ng 
as sol d 

 

pH i n Foods  98 FCFPH 1 pound Packagi ng 
as sol d 

 

pH & Aw i n 
f oods  

23 FCPHAW 1 pound Packagi ng 
as sol d 

 

Speci es -  
Meat s  

20 
FCSPECI ES 

1 pound Packagi ng 
as sol d 

 

Wat er  -  
Col i f or m 

116 
MWACOLI PA 

100 ml  DCLS 
bot t l e 

Rout i ne wel l  wat er  
sampl es  

 
PRI ORI TI ES:  
 

CODE NUMBER NOTES COMMENTS 

  
7 Nor mal  pr i or i t y  Rout i ne  

6 Move ahead of  ot her  
r out i nes  

Pr i or  appr oval  
r equi r ed *  
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5 Move ahead of  al l  
ot her s  

Pr i or  appr oval  
r equi r ed *  

4 Seven ( 7)  day t ur n 
ar ound 

Pr i or  appr oval  
r equi r ed *  

1 Emer gency code Pr i or  appr oval  
mandat or y  *   

 
*  Pr i or  appr oval  r equi r ed f r om your  Regi onal  Manager  or  Fi el d 
Super vi sor .   Code number  1 wi l l  onl y be used when di r ect ed by t he 
a Regi onal  Manager  or  t he Cent r al  Of f i ce i n Ri chmond.    
 
Januar y 27,  2000 Edi t ed Apr i l  5,  2000 
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PROCEDURE I V- 09 
For mer l y 006 

 
DOCUMENTI NG THE SEALI NG OF A SAMPLE 
 
Sect i on 3. 1- 405 of  t he Vi r gi ni a Food Laws r equi r es t hat  al l  sampl es 
be mar ked and/ or  seal ed i n t he pr esence of  at  l east  one wi t ness.  I n 
or der  t o document  t hi s,  i t  i s necessar y t hat  at  l east  one empl oyee 
of  t he f i r m you' r e col l ect i ng t he sampl e f r om act ual l y see you seal  
and/ or  mar k ( i dent i f y)  t he sampl e.  The per son si gni ng t he 
i nspect i on r epor t  must  al so i ni t i al  t he bot t om l i ne ver i f yi ng t hey 
wi t ness t he col l ect i on,  mar ki ng and seal i ng of  t he sampl e.  Thi s 
wi l l  t hen ser ve as a per manent  r ecor d of  our  havi ng compl i ed wi t h 
t he r equi r ement s of  Sect i on 3. 1- 405.  
 
ALL SAMPLES EXCEPT HERMETI CALLY SEALED CANS MUST BE OFFI CI ALLY 
SEALED AND I DENTI FI ED.  HERMETI CALLY SEALED CANS NEED ONLY BE 
OFFI CI ALLY I DENTI FI ED.  
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